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Enclosed  herewi  th    is   the  report  of  the   planning  survey.      It   i  s  composed 
of  the   following  sections: 

1.  Program:      Proposed   New  Headquarters 

2.  Program:      Field   Service  Center 

3.  Proposal:    Alcoholic  Processing  Center 

4.  Police   Building  Brochures 

The  programs   included  i  n  the   report  are  based  on  four  assumptions: 

1.  The  present  organ i  zati  onal  structure  of  the   Police 
Department  will  continue   in  the  new  facilities 

2.  Restrictions   in  the  present  organ  i  zati  onal  structure, 
imposed  by  existing  facl  li  ti  es ,    will  be  removed  by 
the  proposed  facilities 

3.  Such  units  of  the  Department  that  are  not  fully 
developed  as  a  result  of  present  limitations,    will 
increase  to  full  potential  i  n  the  new  faci  li  ti  es 

4.  the  consolidated   division  will  have  an   organizational 
structure  similar  to  a  single  police  division,    with 
the   i  ncreased  pol1  ce   responsi  bi  lity  dl  vi  ded   into  the 
areas  of  general  policing,    traffic  and   investigations. 

These  assumptions  are  self  evi  dent   i  n  the   general   programs  of  the 
report  and  specifically   in  the   programs   for  the   individual  area   re- 
QUIREMENTS.     These   later   programs  have   been   developed  with  the 
approval  of  the  commanding  officer  of  the   respective  units  of  the 
Department.      Descriptions  of  the  functi  ons  and  activities,    along  with 
present  and  projected   personnel  and  vehicular  requirements,  have  been 
included  i  n  each  program  to  faci  li  tate  a  review.      it  is  assumed  that 
such  a  review  will  be  conducted   pri  or  to  the   release   of  the  programs 
as  specific  requirements  for  new  poli  ce  facilities. 


THE     PROGRAM     FOR    THE     FIELD     SERVICE    CENTER     INCLUDES     THE     REQUIREMENTS 
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for  those  service  and  maintenance  units  of  the  department  which  do  not 
require  close   proximity  to  either  the  proposed  headquarters  or  the 
Government  Center.     These   include  the  Signal  Service,    Property 
Clerk,    Poli  ce  Garage  and   Radio   Repair  Unit.     Some  of  these   units 
wi  ll  not  be  affected  by  the  relocati  on  of  Headquarters  and  the  con- 
solidati  on  of  Divisions    I,    2  and  3.      However,    those  affected  provide 
the  opportuni  ty  to  combine   in  one  area  all  service  and  maintenance 
units,    realizing  advantages  of  centrali zati on  and  mutual  use  of  various 
facilities.      if  the  utilization  of  existing  police  structures  prohibits 
the  above  combination,    the   individual   requirements   for  the   respective 
units  can   easily  be  determined   from   the   enclosed  program  . 

The  proposal  for  an  Alcoholic   Processing  Center   is  self  explanatory. 
it  has  been   i  ncluded  i  n  the  report  because  of  the  favorable  reacti  on 
it  has   received  from   other   interested  agencies.      i   greatly  appreciate 
your  encouragement  and  permission  to  divert  some  of  the  efforts  in 
this  study  to  the  development  of  the  proposal.      i   would  welcome  an 
opportuni  ty  to  further  serve  the  department  as  a  participant  in  the 
future  development  of  a  comprehensi  ve  communi  ty  approach  to  the 
custody  and  treatment  of  persons  arrested  for  drunkenness. 

Individual  brochures  containing  photographs,    existing  floor  plans  and 
gross  floor  areas  of  poli  ce  headquarters  and  divisions   1,    2  and  4, 
have  been  submitted  separately  as  a  part  of  the  planning  survey.      the 
brochures  have  been  totally  prepared  by  department  personnel  and 
equipment.     if  the    i    brochures  prove   to  be  of  value   i n  future   police 
planning,    i   recommend  that  detective   thomas  a.    davis   be  assigned 
to  the  preparation  of  similar  brochures  of  the  remai  ning  poli  ce 
structures. 

the  exceptional  cooperation  and  assistance  of  the  unit  commanders 
and  all  members  of  the  department  have  been  an   invaluable  element 
in  the  entire  survey.      specifically,    i  would  like  to  call  your 
attention  to  the  acknowledgements  on  the  followi  ng  page .      the  con- 
tributions of  those  mentioned  are  truly  a  product  of  the  police 
professionalism  whi  ch  should  be  reflected   in  new  police  facilities. 

Respectfully  submitted, 


C]eUT.  iLjuCj. 
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A  . General  Requirements: 

The  primary  requirement  of  the  proposed  New  Headquarters  Building  is 
that  it  provide  the  faci  li  ti  es  and  atmosphere  necessary  for  the   efficient 
performance   of  a  professi  onal  and  specialized  police   organization. 

The  proposed  New  Building  is  to  accommodate  three  semi-i  ndependent 
units  of  the  total  police  organization:     the  admini  strati  ve  headquarters  ; 
the  Bureau  of  Criminal  Investigation;      and  the   Downtown  Police  Division. 

The  Admi  ni  strati  ve  Headquarters  i  s  to  contai  n  those  functions  and 
personnel  which  are   responsible  for  the  administration  and  supervision 
of  the  entire  Police  Department.      These  personnel  form  the  nucleus 
which  directs  and  coordinates  the  operations  of  the  many  physically  re- 
moved police  divisions  which  compri se  a  centralized  and  fully  i ntesra  ' 
police  organi  zati on . 

The  Bureau  of  Cri  minal  Investigation   is  that  unit  of  the  Police  Depart- 
ment   WHICH     I S   RESPONSI BLE    FOR    PREVENTING,     DETERRING  AND    SOLVING    ALL 

crime  within  the  clty.      this  unit  functions  both  as  an  admini  strati  ve- 
supervi  sory  body  which  assists  and  coordinates  the  operations  of  the 
several  divisional  detective  units,   and  as  an  actual  policing  unit 
comprised  of  several  speci al1 zed  detecti ve  squads  responsible  for 
specific  classifications  of  crime  throughout  the  clty. 

The  Downtown  Division   is  that  unit  responsible  for  the  actual  policing 
of  the  downtown  areas  of  the  City  presently  composed  of  Divisions  One, 
Two  and  Three.      Upon  completion  of  the  proposed  building,    the  three 
existing  divisions  will  be  consolidated  into  one  downtown  division, 
referred  to  in  the  remainder  of  this  program  as  the  "Consolidated 
Division."      The  Consolidated  Division  is  also  to  accommodate  the 
downtown  unit  of  the  Traffic  Divisionl  responsible  for  the  regulation 
of  traffic  and  the  enforcement  of  motor  vehicle  laws  and  parking 
regulations  i  n  the  same  area  of  the  City.      This  responsibility 
reverts  back  to  the  Consoli  dated  Division  between  twelve  midnight  and 
eight  a.m.   and  on  Sundays. 

These  are  the  three  semi-i  ndependent  units  to  be  accommodated  i  n' the 
proposed  New  Headquarters  Building.      One  further  element  of  the 
proposed  structure    is  an   enclosed   parking  and  vehi  cular  CI  RCULATI  ON 

AREA    TO    ACCOMMODATE    DEPARTMENTAL    CARS    AND    POLICE    PRISONER    WAGONS. 
TO    COMBINE    THESE     ELEMENTS     INTO    AN    ARCHITECTURALLY    UNIFIED    BUILDING     IS 
THE   SECOND    REQUIREMENT    FOR    THE     NEW  HEADQUARTERS .        A     MAIN    LOBBY    HAS 
BEEN    PROVIDED    IN    THE    FOLLOWING    PROGRAM    THAT    SHOULD    BE  THE    MAIN 
RECEPTION    POINT    FOR  ALL    UNITS    IN    THE    PROPOSED    NEW    BUILDING.        THERE 
SHOULD    EE    A  LARGE    EXTERI  OR    PLAZA    LEADS  NG    TO,     AND    FOCUSING  ON  THIS 
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lobby.      Separate  pedestrian  entrances  should  be  provided  for  the  police 
officers  of  the  bureau  of  criminal  investi  gati  on  and  the  consolidated 
Division.      Of  the  three   semi -independend  units  of  the   proposed  building, 
the  admi ni strati  ve  headquarters  should  be  the  dominant  element.      the 
Consolidated  Division  and  the  Bureau  of  Criminal  Investigation  are  of 
approximately  equal  significance.      both  units  will  mutually  use  the 
same   prisoner  entrance  and  detention  facilities. 

the  program  for  the  proposed  new  headquarters  has  been  divided  into 

four  secti ons: 

a  -    1.        General  Bui  ldi  ng  Facilities 
a  -   2.        Administrative  Headquarters 
a  -   3.        Bureau  of  Criminal  Investigation 
a  -   4.        Consolidated  Division 

Each  section- contains  a  general  desgri ption  of  the  functions  anq  re- 
quirement^, A  FLOW  DIAGRAM,  CONDENSED  SPACE  REQUIREMENTS,  AND 
INDIVIDUAL  AREA  REQUIREMENTS.    INCLUDED  IN  THE  1  NDI  VI  DUAL  AREA  REQUIRE- 
MENTS ARE  DESCRIPTIONS  OF  THE  FUNCTIONS  AND  ACTIVITIES  TO  BE 
ACCOMMODATED  BY  THE  SPECIFIC  OFFICE  UNITS,  ALONG  WITH  THE  SPACE  AND 
EQUIPMENT. 
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Flow   Diagram  : 


PLAZA   AND   PUBLIC   ENTRANCE 


MAI N  LOBBY 


PROPOSED         NEW       HEADQUARTERS 
BOSTON        POLICE         DEPARTMENT 


FLOW     DIAGRAM 


ADMINISTRATIVE 


HEADQUARTERS 


A.  EXECUTIVE    OFFICE      AREA 

B.  PERSONNEL  OFFICE 

C.  PUBLIC  REL  ATIONS 

D.  CHIEF      CLERK'S       OFFICE 
E     MEDICAL  SUITE 

F.  COMMUNICATIONS         UNIT 

G.  SUPT.    OF         BUILDINGS 
H.    HACKNEY         CARRIAGE 


1.   DISTRICT  INSPECTORS 

J.   TRAFFIC  DIV1S  IOIN 

K.  SELECTIVE     ENFORCEMENT 
L.  CRIME  PREVENTION 

M.  CENTRAL  RECORDS 

N     RECORDS  BUREAU 

0. CENTRAL      COMPLAINT 


B.  C.    I. 


A.  ADMINISTRATIVE        AREA 

B.  COM.  FAC.  a   PRISONER  AREA 

C.  DETECTIVE    SQUAD    AREA 

D.  LABORATORY  AREA 

^^^.OFFICERS       ENTRANCE 


PLAZA     AND 
PUBLIC       ENTRANCE 


CON.     DIVISION 

A.  ADMINISTRATIVE  AREA 
B  OFFICERS  FACILITIES 
C.   PRISONER  AREA 

C-4    DETENTION     FACILITIES 

^j^.  OFFICERS       ENTRANCE 


THE     ENCLOSED  PARKING       AREA        FOR       DEPARTMENT       CARS       IS      NOT  SHOWN       ON     THE 

NOTE*  ABOVE     DIAGRAM.     THE       AREA      SHOULD     CONNECT     DIRECTLY    TO    THE     M    A    IN    LOBBY    AND      THE 

LOBBIES      OF    THE       CONSOLIDATED       DIVISION       AND      BUREAU       OF      CRIMINAL      INVESTIGATION 
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C. 


Condensed  Space  Requirements; 


A  -  1  General  Building  Facilities 

A  -  2  Admini  strati  ve  Headquarters 

A  -  3  Bureau  of  Cri  minal  Investigation 

A  -  4  Consolidated  Division 


14,030  SQ.  FT. 

60,500  SQ.  FT. 

36,440  SQ.  FT. 

28,490  SQ.  FT. 


Total 

Mi scellaneous 


139,460  sq.    ft. 

540    SQ.     FT. 


Total  Space  Requi  red 


140,000   SQ.    FT. 


Parking  Requi  rements: 


General  Department  Parking  (enclosed) 

Pri soner  Vehicle  Entrance  and  parking  (enclosed) 

Exteri  or  Public  Parking,^ 


29,  1 50  SQ.  FT. 
3,600  SQ.  FT. 
12  SPACES 


(D 


This   is  not  a  definite  requirement  but  would  be  desirable   if  the 
site  permits. 
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D. Si  te  Requi  rements : 

the   i  deal  si  te  for  the  proposed  new  headquarters  would  possess  all  of 
the  following  characteristics: 

1.  a  dominance   in  the  government  center,    subordinate  to  that  of 
the  City  Hall  and  Court  House,    but  commensurate  wi  th  that 
branch  of  government  servi  ce  responsi  ble  for  the  mai  ntenance 
of  law  and  order.      the  site  should  further  be  conduci  ve  to  a 
building  that  will  project  the  image  of  a  highly  professional, 
service  directed,    police  organization. 

2.  a   si  te  conduci  ve  to  the  desi  gn  of  a  smoothly  functioning  and 
efficient  police  building, 

3.  a  si  te  large  enough  to  accommodate  81  departmental  cars  and 
8  cycles  with  ease  of  entrance  and  ex1  tj     and  to  permit  a 

SEPARATE  ENTRANCE  AND  PARK! NG  AREA  FOR  6  POL! CE  PR! SONER 
WAGONS . 

4.  A  SITE  WHICH  PERMITS  RAPI  D  VEHI  CULAR  ACCESS  TO  ALL  PARTS  OF 
THE  Cl  TY. 

5.  a  si  te  that  is  close  to  public  transportation  and  municipal 
parking  facilities. 

6.  a  site  adjacent  to  the  court  house  and  city  prison. 

7.  a  si  te  permitting  additional  parking  area  for  the  vehicles 
of  people  having  business  with  the  police  department. 

the  above  characteri sti cs  have  been  li sted  i  n  the  order  of  1  mportance 
and  desi  rabi  li  ty.      it  can  hardly  be  expected  that  any  one  site  will 
possess  all  of  them. 

During  staff  di  scussi  ons  between  the  Police  Department  and  the  Redevelop- 
ment Authority,    two  sites  were  considered  for  the  proposed  New 
Headquarters.      One  was  the  site  adjacent  to  the  Court  House  and  bound 
by  Cambridge  and  Somerset  Streets.      This  site   is  the  part  of  parcel 
12a  shown   in  yellow  on  the  land-use  maps   in  the  appendix.      The  second 
site  was  the  triangular  section  bound  by  New  Pitts,    New  Chardon  and 
Merri  mac  Streets  shown  in  blue  and  green  on  the  same  map.      This 
site  was  also  to  include  a  fire  house  that  would  not  distract  from 
the  proposed   police  headquarters. 

at  the  time  of  discussion  of  si  te    1,    (adjacent  to  the  court  house)    it 
was  the  content1  on  of  the  redevelopment  authori  ty  that  the  old 
Howard  Theatre  would  remain   in  the  Government  Center  as  a  legitimate 
theatre.      wi  th  this  condi  ti  on  the  site  was  i  nadequate  relati  ve  to  the 
above  requirements  of  the  police  department.     it  did,    however,    have  the 
advantages  of  an  appropriate  dominance   in  the  government  center  and   it 
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was  adjacent  to  the  Court  House  and  City  Prison. 

Site  2  was  selected  because   it  better  fit  the  needs  of  the  Police 
Department  and  also  because   it  would  permit  the  Redevelopment 
author!  ty  to  1  nclude  an  adequate  secti  on  of  tax  producing  land  around 
the  enti  re  arc  of  cambr1  dge  street.     there  were,  however,    two 
si  gni  fi  cant  sacri  fl  ces  i  n  selecti  ng  site  2;      a  dominance  in  the 
government  center  less  deserving  than  that  of  the   police  head- 
quarters,   and  the  transportation  of  an  average  7  prisoners  to  theclty 
pri son,    dai ly. ( ,) 

Since  the  discussions  with  the  Redevelopment  Authority,    Site  2  has 

BEEN    DIVIDED     INTO    2a    AND    2b,     SHOWN     IN    GREEN    AND    BLUE,     RESPECTIVELY, 

ON    THE    LAND-USE    MAPS    IN    THE    APPENDIX.        SlTE    2A    IS    ALLOCATED    FOR    POLICE 

HEADQUARTERS    AND  2b   FOR    THE    FIRE    HOUSE.        SUCH    A    DIVISION    WHICH  GI  VES 

equal  or  greater  dominance  to  a  fire  house  than  it  does  to  the  police 
Department  Headquarters  makes  the  site  wholly  inadequate  for  the 
requirements  of  the  police  department.  if,  however,  the  entire 
Site  2  is  designed  as  one  project  and  i  denti  fi  ed  as  Police  Headquarters, 
the  site  would  be  by  far  the  best  of  the  two  previously  discussed. 

If  the  above  approach  is  not  possible,  the  original  Site  1,  with  the 
additi  onal  area  shown  i  n  gray  on  the  land-use  maps  should  be  con- 
SI  DERED.   This  enlarged  site,  while  tight,  would  be  far  superior  to 
the  Site  2a  presently  allocated  to  the  Police  Department. 


(i)   There  will  be  an  estimated  average  of  21  prisoners  to  be  trans- 
ported to  City  Prison  on  the  twenty  peak  days  of  the  year.  These 
Fl  gures  are  based  on  the  assumpti  on  that  all  persons  arrested  for 
drunkenness  in  the  downtown  area  will  be  taken  directly  to  c i  ty 
Prison  for  booking  and  detention.   In  the  downtown  area  drunkenness 
arrests  average  7  persons  each  day,  and  20  persons  on  the  twenty  peak 
days  of  the  year. 
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The  general  BUI  ldi  ng  facilities  are  those  facilities  that  are  mutually 
used  or  requi  red  by  the  personnel  and  for  the  functi  oning  of  the 
Administrative  Headquarters,    Bureau  of  Criminal  Investigation,    and 
the  con  sol  i  dated  division.      these  facilities  are  li  sted  on  the  following 
page  under  Condensed  Space  Requirements.      Descriptions  of  the 
functi  ons  and  acti  viti  es  to  be  accommodated  by  the  respecti  ve  rooms 
are  included  under  the  i  ndi  vi  dual  area  requirements. 

The  Main  Lobby  of  the  proposed  bui  ldi  ng  i  s  the  only  general  building 
facili  ty  that  is  shown  on  the  flow  dl  agrams  that  accompany  thi  s 
program.     the  locations  of  the  remai  ning  fac1  li  tl  es  should  be 
determined  during  the  development  of  architectural  plans. 

The  equi  pment  i  ncluded  under  the  i  ndivi  dual  rooms  of  the  following 
program  has  been  provi  ded  to  facilitate  planning.      equipment  other 
than  that  which  significantly  determines  the  functi  oning  of  an  area 
has  been  omitted.     all  sizes  are  approximate  and  should  be  specifically 
determined  during  the  development  of  architectural  plans.     special 
power  supplies,    utilities  and  structural  requi  rements  should  also  be 
determined  during  the  development  of  architectural  plans. 
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CONDENSED    SPACE    REQUI  REMENTS 


Main  Lobby: 
i )         Lobby 

2)  Public  Men- s  Toi  let 

3)  publl  c  women'  s  toi  let 

4)  Public  Telephones 


2,400  SQ.  FT. 

280  SQ.  FT. 

190  SQ.  FT. 

130  SQ.  FT. 


Total 


3,000  sq.   ft. 


Press  Room: 

i)        Press  Room 

2)  intervi  ew  room 

3)  Coat  and  Locker  Room 

4)  Lavatory 


400  SQ.  FT. 

120  SQ.  FT. 

180  SQ.  FT. 

50  SQ.  FT, 


Total 

Mail  Room: 

Building  Cafeteria: 
O        Dining  Room 

2)  Executive  Dining  Room 

3)  Kitchen  and  Adjacent  Facilities 

4)  Women-  s  Toi  let 

5)  Men'  s  Toi  let 


750  SQ.     FT. 
200  SQ.     FT. 


1 , 800    SQ.  FT. 

500  SQ.  FT. 

1 , 150  SQ.  FT. 

160  SQ.  FT. 

200  SQ.  FT. 


Total 


3,810   SQ.    FT. 


Maintenance  Space: 


i) 

2) 
3) 

4) 

5) 
6) 


EMPLOYEES' 
EMPLOYEES' 
EMPLOYEES' 


Locker  Room 
Lunch  Room 
Washroom 


Storage  Room  -  Supplies 

Storage  Room  -  Cleaning  Equipment 

Storage  Room  -  Bui  lding  Equi  pment 


140  SQ.  FT. 

180  SQ.  FT. 

140  SQ.  FT. 

750  SQ.  FT. 

400  SQ.  FT. 

500  SQ.  FT. 


Total 


2, 1 10  SQ.  FT. 


CONTI  NUED 


GENERAL  BUILDING  FACILITI  ES 


CONDENSED  SPACE  REQUIREMENTS 


Mechanical  Equipment: 

i)        Boiler  Room  700  sq,    ft. 

2)  Air  Conditioning  Equipment  300  sq.    ft. 

3)  Electrical  Room  isosq.    ft. 

4)  Emergency  Power  Equipment  isosq.   ft. 

Total  1,360  sq.    ft. 


Total  11,230  sq.    ft. 

Circulation  at  25  percent  2,800  sq.    ft. 


Total  Space  Requi  red  -  General 

Building  Facilities  14,030  sq,  ft. 


GENERAL  BUILDING  FACILITIES 


ENCLOSED    PARK1 NG    FACI LI Tl ES 


General  Department  Parki  ng 

A.  Administrative  Headquarters  28  vehicles 

B.  Bureau  of  Criminal  Investigation  29  vehicles 

C.  Consoli  dated  Di  vi  si  on  12  vehicles 

D.  Incoming  Department  Cars  12  spaces 

Total  Requirement:     Cars  81    spaces 

Total  Requirement:     Cycles  8  spaces 

Total  Space  Required:      81    cars  at  350  sq.    ft-car       28,350  sq.    ft. 

8  cycles  at  100  sq.  ft-cycle             800  sq.   ft. 

Total  Space  Required:  29,150  sq.   ft. 


Pri  soner  Vehi  cle  Entrance  and  Parking 


A.  Police  Prisoner  Wagons  (and  ambulances)  4  vehicles 

B.  Incoming  Police  Wagons  2  spaces 

Total  Requirements:     Wagons  6  spaces 

Total  Space  Required:   6  wagons  at  400  sq.ft-wagon  2,400  sq.  ft. 

Additional  Circulation  1,200  sq.   ft. 


Total  Space   Required(1)  3,600  sq.  ft. 

exteri  or  publi  c  parking(2)  '2  vehicles 


(i)      Facilities  should  be  provided  in  the  above  spaces  for  the  general 
servi  cing  of  department  vehicles,    to  i  nclude  gas,    oil  and  washing. 

(2)      This  is  not  a  defi  ni  te  requi  rement  but  would  be  desirable   if  the 

PERMITS. 


INDIVIDUAL  AREA  REQUIREMENTS 


GENERAL  BUILDING  FAC1LITI  ES 

MAI N    LOBBY 

GENERAL; 

The  Main  Lobby   is  that  area  which  forms  the  atmosphere  for  all  people 
ENTERING   THE    PR©P©§EQ    NEW   HEAB9UARTERS    iUlLBING,       !T    !§   AL§©   TH1  A8EA 
which  unites  the  three  sem i -i ndependent  units  of  the  administrative 
Headquarters,       The  Bureau  of  Criminal  Investigation  and  the  Consolidated 
Division.      It  is   i  n  this  lobby  that  the  image  of  a  professional  public 
service  organization  can  first  be  proj ected  to  all  inhabitants. 

The  main  visual  approach  to  the  proposed  building  should  lead  di  rectly 
to  this  Main  Lobby.      The  Lobby  should  be  totally  open  to  public  view 
and  create  a  highly  i  nvi  ting  1  mpression .      it  should   include   planting 
areas  and  police  displays  through  which  people  may  circulate  and  obtain 
a  picture  of  the  organizational  structure  and  services  performed  by  their 
Police  Department.     It  would  also  be  advantageous  to  have  the  Central 
Complaint  Room  adjacent  to  the  Main  Lobby  so  that  the  public  may  observe 
those  activities  which  clearly  portray  the  immediate  and  complete 
protection  that  is  available  to  all  inhabitants  of  theclty. 

all  people  entering  the  mai  n  lobby  wl  ll  be  greeted  by  a  pol1  ce  recep- 
tionist.      an  estimated  125  daily  visitors  will  be  served  by  the  recep- 
tionist regarding  general  information,    street  dl  recti ons  or  dl  recti  ons 
to  the  public  toilets  and  telephones.     a  largeclty  map  and  large  scale 
downtown  area  map  should  be  located  in  close  proximity  to  the  recep- 
tionist to  facilitate  this  function.      approximately  one  hundred  and  fifty 
additi  onal  people  will  be  dl  rected  by  the  recepti  oni  st  to  the  lobby  of  the 
Consolidated  Division,    which  should  be  directly  adjacent  to  the  Main 
Lobby.      Other  vi  sitors  will  be  directed  to  either  the  mai  n  lobby  of  BCI, 
Executive  Office  Area,    or  other  offices  in  the  Admi  ni  strati  ve  Head- 
quarters.       THE    RECEPTI  ON1ST  SHOULD    HAVE    TELEPHONE    CONTACT    WITH  ALL 

offices  of  the  proposed  building  to  facilitate  this  process. 
Space  Requirement; 

1)  Main  Lobby  2,400  sq.    ft. 

2)  Public  Men's  Toilet,    including:  280  sq.   ft. 

a.  3  water  closets 

b.  3   urinals 

c  .      5  lavatori  es 

3)  Public  Women-  s  Toi  let,  including:  190  sq.    ft. 

a.  4  water  closets 

b.  4  lavatori  es 

4)  Public  Telephone  Room/including:  130  sq.    ft. 

a.  counter  with  scratch  pads  and  3  sets  of  directories 

b.  4  telephone  booths 

Total  Space  Required  -  Main  Lobby  3,000  sq.    ft. 


GENERAL  BUILDING  FACILITIES 


PRESS    ROOM 


General; 

The  Press  Room  is  an  area  provi  ded  for  representatives  of  the  news  media 
so  that  the  public  may  be  rapidly  informed  of  crimes  of  all  descriptions, 
accidents  and  matters  dealing  with  the  executi  ve  branch  of  the  police 
Department.   Frequently  people  reporting  "missing  persons"  will  be 
sent  to  the  press  room  to  expedite  the  desemi  nation  of  descriptions,  etc. 

There  are  at  least  three  representati  ves  of  the  local  newspapers 
functi  oni  ng  i  n  or  from  the  press  room  at  all  times.  occasionally,  such 
as  during  an  emergency  or  when  a  serious  crime  is  being  investigated, 
there  i s  a  large  i  ncrease  i n  the  number  of  representati  ves  i  n  the  press 
Room.  The  coat  bar,  lounge  area  and  interview  room  will  usually 
accommodate  the  increase  in  representatives. 

Parking  space  should  be  provi  ded  for  four  vehicles  used  by  members  of 
the  Press  Room. 


Space  Requirements; 

1)  Press  Room,  including:  400  sq.  ft. 

a.  4  desks  and  chai  rs 

b.  lounge  area  wi  th  a   comfortable  chairs 
and  magazine  table 

c.  large  city  map 

d.  police  radio,  fire  dept.  radio  and 
tapper,  teletype 

2)  Interview  Room,  including:  120  sq.  ft. 

a.  desk  and  chai r 

b.  3  side  chai  rs 

3)  Coat  and  Locker  Room,  including:  180  sq.  ft. 

a.  12  lockers  (2'  x  2'  ) 

b.  6  ft.  coat  bar  with  shelf  above 

4)  Lavatory,    including:  50  sq.    ft. 

a.  1   water  closet 

b.  1    lavatory 


Total  Space  Required  -  Press  Room  750  sq.  ft. 


GENERAL  BUILDING  FACILITI  ES 


MAIL    ROOM 


General: 

The  Mail  Room  is  used  for  the  receiving,  sorting  and  distributing  of 
all  i  ncomi  ng  departmental  mail.  it  should  be  close  to  the  vehicular 
access  to  the  building,  and  should  be  separated  from  the  corridor  by  a 
counter.   the  room  should  contain  a  4  ft.  by  10  ft.  work  table  and 
forty  1  ft.  by  1  ft.  by  1  ft.  mail  compartments  on  one  wall. 


Space  Requirements:  200  sq.  ft. 


GENERAL  BUILDING  FACILITIES 


BUI  LDI  NG  CAFETERI  A 


GENERAL; 

A  Buiuding  Cafeteria  should  be  provided  for  the  employees  of  the 
proposed  Headquarters.   Serviced  from  the  same  kitchen  should  also  be 
an  executive  dining  room  for  admini  strators  and  unit  commanders  located 
in  Headquarters. 

There  are  approximately  200  employees  who  will  work  in  the  proposed 
Headquarters  all  day  and  who  would  utilize  a  building  cafeteria  either 
as  a  lunch  room  or  to  purchase  a  reasonably  priced  lunch .  there  are  an 
additional  143  officers  who  work  from  the  proposed  headquarters  and 
who  may  be  1  n  the  building  during  the  noon  hours.  the  general 
Cafeteria  should  be  desi  gned  to  function  in  two  shifts,  and  accommodate 
50  percent  of  the  permanently  located  employees  and  is  percent  of 
those  working  from  headquarters,  on  this  basis  the  di  ni  ng  space 
li  sted  below  wi  ll  accommodate  1 20  people  wl  th  an  allowance  of 
fifteen  square  feet  per  person. (,) 

There  are  approximately  25  administrative  officers  and  unit  commanders 
who  would  utilize  an  executive  dining  room.  This  room  would  not 
functl  on  i  n  two  defini  te  shi  fts  but  should  accommodate  a  gradual  turn- 
OVER.   The  executive  di  ning  space  listed  below  will  accommodate  25  of 
the  above  officers  and  guests  with  an  allowance  of  twenty  square  feet 
per  person. 

The  space  provided  for  the  kitchen,  food  storage  and  preparation 
areas  has  been  established  on  the  basi s  of  50  percent  of  the  area  to 
be  served. 

The  equi  pment  for  THE  DINING  ROOMS,  KITCHEN,  FOOD  STORAGE  AND  PREPARA- 
tion areas  should  be  determined  during  the  development  of  architectural 
plans.  Toilet  facilities  should  be  provi  ded  in  close  proximity  to  the 
bu i ldi ng  cafeteri a . 


(1)    THE  ONLY  PERSONNEL  FROM  THE  CONSOLI  DATED  DIVISION  WHO  HAVE  BEEN 
INCLUDED  IN  THE  ABOVE  FIGURES  ARE  THOSE  WORKING  IN  THE  CLERI  CAL- 
ADMI  NI  STRATI  VE  AREA. 


GENERAL  BUILDING  FACILITIES 


BUILDING    CAFETERIA 


'f'.ce  requirements; 

1)  General  Dining  Area  1,800  sq.    ft. 

2)  Executive  Dining  Area  500  sq.   ft. 

3)  Kitchen,    Food  Storage  and  Preparation 

Areas  I , 150  sq.   ft. 

4)  Women's  Toilet,    including:  160  sq.    ft. 
a.      3  water  closets 

b  .      3  lavatori  es 

5)  Men's  Toilet,    including:  200  sq.    ft. 

A.  2  WATER  CLOSETS 

B.  2  URINALS 

C.  4  LAVATORI  ES 


Total  Space  Required  -Building  Cafeteria  3,810  sq.   ft. 


GENERAL  BUILDING  FACILITI  ES 


MAINTENANCE    SPACE 


General: 

The  followi  ng  faci  li  ti  es  are  required  for  the  maintenance  of  Head- 
quarters.     Additional  janitors'    closets  with  slop  sinks  should  be 
conveniently  located  throughout  the  enti re  building. 


Space  Requirements: 

1)  Employees'    Locker  Room,    including:  140  sq.   ft. 

a.  12  lockers   (2'   x  2') 

b.  4  ft.   coat  bar 

2)  Employees'    Lunch  Room,    including:  180  sq.    ft. 
a.      table  seating  6 

d  .     4  upholstered  chai rs 

3)  Employees'   Washroom,    including:  140  sq,    ft. 
a.      1    water  closet 

B.  1     URINAL 

C.  2    LAVATORI  ES 

D.  1     SHOWER 

4)  Storage  Room  -Supplies  750  sq.   ft. 

5)  Storage  Room  -Cleaning  Equipment  400  sq.   ft. 

6)  Storage  Room  -Building  Equipment  500  sq.   ft. 


Total  Space  Required  -Maintenance  Space  2,110sq.   ft. 


GENERAL  BUILDING  FACILITI  ES 


MECHANI  CAL    EQU1  PMENT 


GENERAL; 

The  followi  ng  areas  will  be  requi  red  i  n  the  basement  area  to  accommodate 
mechanical  equipment.     this  equipment  and   its  locati  on  should  be 
determined  during  the  development  of  architectural  plans.      adequate 
space  has  been  provided  under  "circulation  space"    in  the  following 
program  for  the  distribution  of  mechanical  services  throughout  the 
bui ldi ng. 

If  City  steam  i  s  used  as  a  heating  medium  for  the  proposed  building, 
the  boiler  room  should  be  reduced  to  an  area  adequate  for  control 
equipment. 

air  conditioning  equipment  will  also  necessitate  a  cooling  tower  to  be 
located  on  the  roof. 

note:    a    gasoli ne  storage  tank  should  be  provi  ded  to  supply  the 
emergency  power  equ1  pment. 


Space  Requirements; 

1)  Boiler  Room  700  sq.  ft. 

2)  Air  CoNUiTioNiNG  Equipment  300  sq.  ft. 

3)  Electrical  Room  180  sq.  ft. 

4)  Emergency  Power  Equipment  180  sq.  ft. 

Total  Space  Required-Mechanical  Equipment  1,360  sq.  ft. 


ADMINISTRATIVE    HEADQUARTERS 


ADMINISTRATIVE    HEADQUARTERS 


The  Admi  ni  strati  ve  Headquarters  i  s  that  area  of  the  proposed  police 
building  that  contains  the  solely  admi  ni  strati  ve-supervi  sory  functions  of 
the  Department.     The  area  should  be  segregated  from  the  Consolidate  Down-" 
town  Division  and  the  Bureau  of  Criminal  Investigation,   whose  functions 
include  actual  policing  work. 

The  general  character  should  be  light,    airy  and  similar  to  any  well  de- 
signed   COMMERCIAL    OFFICE  BUILDING .        THE    ADMINISTRATIVE    HEADQUARTERS 
SHOULD    BE    THE    PREDOMINANT    ELEMENT    OF    THE    PROPOSED    BUILDING.        IT    MAY    BE 
POSSIBLE    TO  CONTRAST    THIS    ELEMENT    AGAINST    THE    CONSOLIDATED    DOWNTOWN 

Division  and  the  BCI,    both  of  whose  functi  ons  requi  re  more  enclosed  space. 

The  Units   included  i  n  the  Administrative  Headquarters  are  listed  under 
the  condensed  space  requirements.      some  of  the  units  are  responsible 
directly  to  the  commissioner.     the  remaining  uni  ts  are  under  the  command 
of  the  superintendent  of  police.     this  differenti ation  has  been  indicated 
in  the  flow  diagram  but  need  not  be  proj  ected  by  the  proposed  building. 

In  the  Admi ni strati ve  Headquarters  employees  have  been  provided  with 
coat  and  locker  rooms  adjacent  to  the  areas  i  n  whi  ch  they  work.     in  the 
larger  units,    employee  toilets  have  also  been  provided  adjacent  to  the 
unit  areas.     however,    addi  tl  onal  employee  facilities  will  be  requi  red  i  n 
proximity  to  the  smaller  units  (Personnel  Offi  ce,  Public  Relations  Office, 
Superintendent  of  Buildings  Offi  ce  and  the  Communication  Unit).      Space 
has  been  allowed  under  ''circulation  and  service  space''    for  these  facil- 
ities whose  si  ze  and  location  should  be  determined  during  the  development 
of  architectural  plans. 

Public  toilets  have  been  provided  adjacent  to  the  lobbies  of  the  Executive 
Office     Area  and  the  Chi  ef  Clerk' s  Office.     Requirements  for  any  addi- 
tional public  toilets  should  be  determined  during  the  development  of 
architectural  plans. 

The  equipment  included  under  the  individual  rooms  in  the  program  that 
follows  has  been  provided  to  facilitate  planning.     equipment  other  than 
that  which  significantly  determines  the  functi  oning  of  an  area  has  been 
omitted.     all  sizes   indicated  are  approximate  and  should  be  speci fl cally 
determined  during  the  development  of  architectural  plans.      special  power 
supplies,    utilities  and  structural  requirements  should  be  determined 
during  the  development  of  arch  1  tectural  plans. 


ADMINISTRATIVE  HEADQUARTERS 


FLOW  Dl AGRAM 


TO  B.C.I 


TO   CONSOLI  DATED 
Dl  VI  SI  ON 


ENTRANCE 


ADMINISTRATIVE  HEADQUARTERS 


CONDENSED  SPACE  REQUIREMENTS 


Executive  Office  Area 

i)  Reception  Lobby  and  Adjacent  Facilities 

2)  Office  -  Commissioner's  Clerical  Staff 

3)  Office  -  Commissioner's  Secretary 

4)  Office  -  Commissioner 

5)  Conference  Room 

6)  Office  -  Superintendent  of  Police 

7)  Office  -  Superintendent's  Secretary 

8)  Office  -  Superintendent's  Clerical  Staff 

9)  Office  -  Liaison  Officer 
io)  Library 

11)  Office  -  Legal  Advisor's  Secretary 

12)  Office  -   Legal  Advisor 


1,620 

SQ. 

FT 

810 

SQ. 

FT 

240 

SQ. 

FT 

910 

SQ. 

FT 

600 

SQ. 

FT 

620 

SQ. 

FT 

240 

SQ. 

FT 

890 

SQ. 

FT 

350 

SQ. 

FT 

320 

SQ. 

FT 

180 

SQ. 

FT 

350 

SQ. 

FT 

Total 


7,  130  SQ.    FT. 


Personnel  Offi ce 
i)     Reception-Clerical  Room 

2)  Record    Storage  Room 

3)  Office  -  Personnel  Director 

4)  Office  -  Assistant  Personnel  Di  rector 


540    SQ.  FT, 

420    SQ.  FT, 

350    SQ.  FT, 

240    SQ.  FT, 


Total 


1,550   SQ.    FT, 


Public  Relations  Office 
i)     Reception-Clerical  Room 

2)  Office-Director 

3)  Workroom 

4)  Storage  Room 


400    SQ.  FT. 

350    SQ.  FT. 

500    SQ.  FT. 

160    SQ.  FT. 


Total 


1,410    SQ.     FT. 


Chi  ef  Clerk'  s  Offi  ce 

i)  Lobby,   Adjacent  Facilities 

2)  Reception-License-Clerical  Room 

3)  Office  -  Chief     Clerk 

4)  Cashier's  Office 

5)  Payroll  Department 

6)  Budget  and  Auditing  Department 


780  SQ.  FT. 

2,060  SQ.  FT. 

350  SQ.  FT. 

250  SQ.  FT. 

900  SQ.  FT. 

700  SQ.  FT. 


Total 


5,040  sq.  FT. 


ADMINISTRATIVE   HEADQUARTERS 


CONDENSED    SPACE    REQUIREMENTS 


E.  Medical  Suite 

i)     Reception-Clerical  Room  300  so.    ft. 

2)  Office  -  Medical  Examiner  180  sq.    ft. 

3)  Examination  Room  180  sq.    ft. 

4)  Lavatory  40  sq.   ft. 

Total  700  sq.    ft. 

F.  Communications  Unit 

i)     Reception-Clerical  Room  300  sq.    ft. 

2)  Office  -  Director  of  Signal  Service  230  sq.   ft. 

3)  Office  -  Director  of  Radio     Repair  160  sq.   ft. 

4)  Planning   Room  300  sq.    ft. 

5)  Storage  Room  50  sq.   ft. 

Total  1,040  sq.   ft. 

G.  Superi  ntendent  of  Bui  ldi  ngs 

O     Reception  -  Clerical  Room  500  sq.   ft. 

2)     Office  -  Superintendent  of  Buildings  270  sq.   ft. 

Total  770  sq.    ft. 

H.    Hackney  Carriage  Office 

i)     Reception-Clerical  Room,   Adjacent  Facilities     1,040  sq.ft. 

2)     Office-Unit  Commander  270  sq.ft. 

Total  1,310  sq.   ft. 

i.    d i  strict  inspectors'    office 

i)     Reception-Clerical  Room,   Adjacent  Facilities        920  sq.   ft. 

2)  Office  -  District  One  Inspector  350  sq.   ft. 

3)  Office  -  District  Two  Inspector  350  sq.   ft. 

4)  Office  -  District  Three  Inspector  350  sq.   ft. 

Total  1,970  sq.   ft. 


ADMINISTRATIVE   HEADQUARTERS 


CONDENSED  SPACE  REQUIREMENTS 


J.    Traffic    Division 

i)     Reception-Clerical     Room,   Adjacent  Facilities    1,180  sq.  ft. 

2)  Office-Di  vi  sion  Commander  350  sq.  ft. 

3)  Office-Unit  Commanders  580  sq.  ft. 

4)  Office-Prosecuting  Officers  1,180   sq.  ft. 

Total  3, 190  sq.  ft. 

K.      Selective    Enforcement 

i)     Reception-Clerical-Analysis  Room 

Adjacent  Facilities  990  sq.  ft. 

2)     Office  -  Unit  Commander  200  sq.  ft. 

Total  1 , 190  sq.  ft. 

L.     Crime  Prevention  Bureau 

O     Reception-Clerical  Room,   Adjacent  Facilities          740  sq.  ft. 

2)     Office-Unit  Commander  270  sq.  ft. 

Total  1,010  sq.  ft. 

M .      Central  Records 

i)     Reception-Clerical  Room,   Adjacent  Facilities       1,600  sq.  ft. 

2)  Office  -  Unit  Commander  230  sq.  ft. 

3)  Coding  -   Programing  Room  1,200  sq.  ft. 

4)  Key  Punch  Room  1,500  sq.  ft. 

5)  Data  Processing  Room  1,950  sq.  ft. 

6)  Mai  ling  Room  400  sq.  ft. 

7)  Microfilm  Room  300  sq.  ft. 

8)  Police  Listing  Room  730  sq.  ft. 

9)  Record  Storage  Room  200  sq.  ft. 

Total  8, 1 10  sq.  ft. 

N.      Records  Bureau 

i)     Reception-Clerical  Room,   Adjacent  Facilities       2,880  sq.  ft. 

2)  Office-Unit  Commander  230  sq.  ft. 

3)  Records  Room  2,000  sq.  ft. 

4)  Fingerprint  File  Room  400  sq.  ft. 

5)  Missi  ng  Persons  Office  700  sq.  ft. 

6)  Warrants  and  Summonses  Office  700  sq.  ft. 

7)  Witness  Vi  ewing  Room  400  sq.  ft. 

8)  Rogues  Gallery  600  sq.  ft. 

9)  Duplicating  Room  1,580  sq.  ft. 

Total  9.490  sc>-  FT- 


ADMINISTRATIVE   HEADQUARTERS 


CONDENSED  SPACE    REQUIREMENTS 


O.     Central  Complaint 

i)  Central  Com plai  nt  Room 

2)  Mai  n  Switchboard  Room 

3)  Telephone  Equi  pment  Room 

4)  Restroom 

5)  Locker  Room 

6)  Male  Employees'    Toilet 

7)  Female  Employees'    Toilet 


1 ,400  sq.    FT. 

600    SQ.    FT. 
1 ,200    SQ.     FT. 

200    SQ.     FT. 

600    SQ.    FT. 

200    SQ.     FT. 

210    SQ.     FT. 


Total 


4,4  90    SQ.    FT. 


Total 

Ci  rculation  and  Service  Facilities     at  25  percent 


48,400  sq.    ft. 
12, 100    SQ.    FT. 


Total  Space  Required  -  Administrative  Headquarters  60,500  sq.   ft. 


ADMINISTRATIVE    HEADQUARTERS 


VEHICLE    REQUIREMENTS 


a.  Executive  Office  Area  7 

b.  Personnel  Office  1 

c.  Public   Relations  Office  3 

d.  Chi  ef  Clerk'  s  Office  2 

e.  Medical  Suite  1 
f..  Communications  Unit  2 
g.  Superintendent  of  Buildings  1 
h.  Hackney  Carriage  Office  1 
i.  District  Inspectors'  Office  3 
j.  Traffi  c  Di  vi  si  on  5 
k.  Selective  Enforcement  Office  1 
l.  Crime   Prevention  Bureau  1 

Total  Vehicles  28 


INDIVIDUAL  AREA  REQUIREMENTS 


ADMINISTRATIVE    HEADQUARTERS 


EXECUTI VE    OFFI CE    AREA 


General: 


The  Executi  ve  Offi  ce  Area  includes  the  offices  of  the  Commi  ssi  oner,  the 
Superintendent  of  Police,  and  the  advisory  and  supporting  staff  required 
by  these  two  officers,  the  commissioner  is  the  chief  administrator  re- 
sponsible for  the  entire  functioning  of  the  department.  the  superinten- 
DENT of  Police  is  the  Chief  Executive  Offi  cer  responsi  ble  for  the  uni- 
form   FORCE    OF    THE    DEPARTMENT,        THE    SUPPORT1  NG    STAFF     I  NCLUDES    A    PERSONAL 

secretary  for  both   officers,    a  legal  advisor  for  the  commissioner,   a 
liaison  officer  to  function  between  the  department  and  clty  hall,   and 
two  independent  cleri cal  staffs . 

The  character  of  the  entire  Executive  Area  should  be  similar  to  that  of 
the  adm  i  ni  strati  ve  area  of  any  large  private  corporation.      it  should  be 
well  appointed,    quiet  and  provide  an  atmosphere  conducive  to  the  proces- 
ses that  result  in  policy  deci si ons  affecting  large  numbers  of  people  and 
involving  considerable  sums  of  money.     a   reception  lobby  should  be  the 
initial  point  of  contact  with  the  executive  offi  ce  area  and  should  estab- 
lish the  atmosphere  for  the  entire  area.     it  should  include  faci  li  ti  es  for 
a  receptionist,   a  lounge-type  waiting  area  and  a  police  display  that  will 
indicate  the  organizational  structure  and  functi  oni  ng  of  the  enti  re  police 
Department.     This  lobby  will  be  the  control  point  as  well  as  the  wait- 
ing area    FOR    ALL    PEOPLE    CALLING    TO    SEE  ADM I NI STRATI VE    PERSONNEL. 

From  the  lobby  visitors  should  be  able  to  go  directly  to  the  independent 
clerical  staff,    personal  secretaries  and  the  liaison  officer;    and  in- 
DIRECTLY to  the  Offices  of  the  Commi  ssi  oner.    Superintendent  and  Legal 
Advisor.     A   public  coat  room  and  employee  and  public  toilets  should  be 
directly  adjacent  to  this  lobby. 

There  should  also  be  a  secondary  access  between  the  offices  of  the 
Executive  Office  Area  to  faci  li  tate  i  nter-office  travel,    exclusive  from 
the  main  reception  lobby.      thi  s  secondary  access  should  have  a  private 
connection  to  the  parking  area  for  the  commissioner  and  superintendent. 


B  . Flow  Diagram: 


ADMINISTRATIVE  HEADQUARTERS 


EXECUTI  VE     OFF1  CE    AREA 


Space  Requirements; 


Reception  Lobby,    including: 

a.  desk  for  receptionist 

b.  lounge  area  wi th  6  upholstered  chairs, 
an  overstuffed  couch,    2  low  magazine 
tables  and  a  hi  gh  side  table 

c.  plant1  ng  area 

D.        POLICE  Dl  SPLAY 


800    SQ.    FT. 


1a)  Coat  Room,    including: 

a.  10  ft.   bench 

b.  10  ft.  coat  bar  and  hat  shelf 


100    SQ.    FT. 


1b)  Public   Men- s   Toilet,    including: 

a.      2  water  closets 

B.  1     URINAL 

C.  3    LAVATORI ES 


180    SQ.    FT. 


1c)  Public  Women' s  Toi  let,   including: 

A.  2  WATER  CLOSETS 

B.  2  LAVATORI  ES 


100  SQ.  FT. 


ADMINISTRATIVE  HEADQUARTERS 


EXECUTIVE    OFFICE    AREA 


Id)  Male  Employees  Toilet,    including: 

a.      2  water  closets 

B.  1     URINAL 

C.  3    LAVATOR1  ES 


180    SQ.    FT. 


Ie)         Female  Employees  Toilet,  including: 

a.  3  water  closets 

b.  3  lavatories 


180  SQ.  FT. 


If)  Female  Employees  Restroom,    including; 

a.      2  chairs  and  table 

B .         1     COUCH 


80    SQ.    FT. 


2)  Office  -  Commissioner's  Cleri  cal  Staff,    including: 

a.  small  reception  counter 

b.  4  desks   (clerks) 

C.  WORK    TABLE    (4'     X  8' ) 

D.  16    STANDARD  FI  LI  NG    CABINETS     (  1 !  3"      X  2'  6"      X    4'  6"  ) 

E.  OFFICE  SUPPLY    CLOSET 


750    SQ.    FT. 


2a)  Coat  Room,    including: 

a.  6  ft.   bench 

b.  6  ft.   coat  bar  with  shelf  above 


60    SQ.    FT. 


3)  Office  -  Commissioner's  Secretary,    including: 

A.  DESK 

B.  3  FT.  COUNTER  THE  WIDTH  OF  ROOM  WITH  ADJUSTABLE 
SHELVES  ABOVE  AND  4  STANDARD  FILE  DRAWERS  BELOW 

C.  3  SIDE  CHA1 RS 

D.  PERSONAL    COAT    CLOSET 


240    SQ.    FT. 


4)    Office  -  Commissioner,  including: 

a.  executive  desk  and  3  side  chairs 

b.  small  conference  table  seating  6 

c.  lounge  area  with  couch,  3  upholstered 
chairs,  large  low  magazi  ne  table 

d.  built-in  book  shelves 


750  SQ.  FT. 


4a)  Wardrobe,   including: 

a.  built-in  bureau 

b.  8  ft.   cloths  closet 


80    SQ.    FT. 


4b)  Bathroom,   including: 

a.  water  closet 

b .  lavatory 

C.   SHOWER 


80  SQ.  FT. 


ADMINISTRATIVE  HEADQUARTERS 
EXECUTl  VE    OFFICE  AREA 

5)  Conference   Room,    including:  600  so.,  ft. 

A.  LARGE  CONFERENCE  TABLE  SEATING  10 

B.  3  FT.  COUNTER  THE  WIDTH  OF  THE  ROOM  WITH 
ADJUSTABLE  SHELVI  NG  ABOVE  AND  CABINETS 
BELOW 

C.  12  SI DE  CHAIRS 

NOTE THE  CONFERENCE  ROOM  SHOULD  PRI  VATELY 

CONNECT  TO  THE  OFFICES  OF  THE  COMMISSIONER 
AND  THE  SUPERI NTENDENT 

6)  Office  -   Superintendent,    including:  500  so.  ft. 

a.  executive  desk 

b.  4  executl  ve  si  de  chairs 

c.  lounge  area  wi th  6   upholstered  chairs  and 
low  magazine  table 

d.  built-in  shelving  and  counter  with  cabinets 

BELOW 

6a)         Wardrobe,   including:  60  sq.  ft. 

a.  built-in  bureau 

b.  8  ft.   clothes  closet 

6b)         Bathroom,  including:  60  sq.  ft. 

a.  water  closet 

b .  lavatory 

C.        SHOWER 

7)  Office  -  Superi  ntendent-  s  Secretary,    including:  240  sq.  ft. 

a.  desk 

b.  3   ft.   counter  the  width  of  room  with 
adj  ustable  shelves  above  and   4  standard 
fi  le  drawers  below 

c.  3   side  chai  rs 

d.  personal  coat  closet 

8)  Office  -  Superi  ntendent- s  Clerical  Staff,    i  ncludi  ng:  650  sq.  ft. 

A.  RECEPTION    COUNTER    WITH    CABINETS    BELOW 

B.  4    DESKS     (CLERKS) 

C.  WORK    TABLE     (4'      X   8'  ) 

D.  4    SIDE  CHAI  RS 

E.  OFFICE  SUPPLY    CLOSET 

F.  TABLE     (3'      X  6'  )    WITH    MIMEOGRAPH    MACHINE 


ADMINISTRATIVE  HEADQUARTERS 


EXECUT I  VE    OFF1 CE    AREA 


8a)  Record  Storage  Room,    including:  180  sq.  ft. 

a.  15  standard  fi  li  ng  cabinets   (  t  3"    x  2'  6"   x 

4*  6"  ) 

b.  50  ft.    of  adjustable    12   inch  shelving 

c.  5  card  filing  cabinets 

8b)  Coat  Room,    including:  60  sq.  ft. 

a.  6  ft.   bench 

b.  6   ft.   coat  bar 

9)         Office  -  Liaison  Officer,    including:  320  so.  ft. 

A.  DESK    AND    4"    SIDE    CHAIRS 

B.  3    UPHOLSTERED    CHAIRS    AND    MAGAZINE    TABLE 

C.  3    FT.     COUNTER    THE    WIDTH    OF    ROOM    WITH 
ADJUSTABLE    SHELVES    ABOVE    AND    6    STANDARD 

FI  LE    DRAWERS    BELOW  • 

D.  PERSONAL   COAT   CLOSET 

9a)         Lavatory  including:    (r  water  closet,    i    lavatory)  30  sq.  ft. 

10)  Library,    including:  320  sq.  ft. 

A.   REFERENCE  table  SEATING  6 

b.  3  ft.   counter  the  width  of  room  with 
standard  filing  drawers  below  and   index  above 

c.  10   inch  adjustable  shelving  throughout 

11)  Office,    including:  180  sq.  ft. 

a.  secretarial  desk 

b.  3  side  chai  rs 

c.  counter  with  8  standard  file  drawers  below 

12)  Office  -  Legal  Advisor,    including:  320  sq.  ft. 

a.  desk  and  3  side  chairs 

b.  3  upholstered  chairs  and  magazine  table 

c.  3   ft.   counter  the  width  of  room  with 

4  file  drawers  below  and  adjustable  shelves 

ABOVE 

d.  personal  coat  closet 

12a)    Lavatory,  including:  30  sq.  ft. 

a.  water  closet 

b .  lavatory 


Total  Space  Required  -  Executive  Office  Area  7,130  sq.  ft. 


ADMINISTRATIVE      HEADQUARTERS 


EXECUTI  VE    OFFI  CE    AREA 


D.        Personnel: 


A.       COMMI  SSI  ONER 


PROJ  ECTED 


b-.     commissioner's  private 
Secretary 


i 


c.  commissioner's  clerical  staff       4 

d.  Legal  Advisor  i 

e.  Legal  Advisor's  Secretary  i 
f..  Superintendent  i 
g.  Supt.  Private  Secretary  i 
h.  Supt.  Clerical  Staff  a 
i.  Li  ai  son  Offi  cer  i 


Total  Personnel  -  Executi  ve 

Office  Area 


15 


Vehi  cles  : 


present 


PROJ  ECTED 


ADMINISTRATIVE  HEADQUARTERS 


PERSONNEL    OFFICE 


General: 


The  staff  of  the  Personnel  Office  is  primarily  responsible  for  keeping 
the  commi  ssi  oner  and  superintendent  informed  relative  to  the  personnel 
of  the  department.      this   includes: 

a.  the  maintenance  of  complete  personal  files  on  each  member  of 
the  department 

b.  the"   compilation  and   investigation  of   peri  od1  c  performance   re- 
ports on  all  members  of  the  department 

c.  the  recommendati  on  of  promotion  and  transfer  of  members  of 
the  department 

d.  the  development  of   programs   intended  to   improve   the   morale 
and  performance  of   members  of  the   department 

e.  the  investigation  of  applicants  for  service   in  the  department 

f.  the  i  nvesti  gation  and  reporting  on  appoi  ntees  to  the  department 
during  the  six-month  trial  period 

A   Personnel  Di  rector  and  staff  are  requi  red  to  perform  the  above 
functions.     Visitors  to  this  unit  may  include  applicants,    police 
personnel  requesti  ng  promoti  ons  or  transfers  andpol1  ce  offi cers  re- 
quest! ng  information  on  men  either  in  or  to  be  assi  gned  to  their  units, 
the  recepti on-wai  tl  ng  area  included  in  the  general  clerical  space 
should  contain  a  counter  for  the  completion  of  forms  by  visitors. 


Flow  Diagram; 


ADMINISTRATIVE  HEADQUARTERS 


PERSONNEL    OFFICE 


'  C.        Space  Requirements: 

1)  Reception-Clerical  Room,    including  480  sq.    ft. 

a.  6  chairs  and  coat  rack 

b.  low  counter  with  8  standard  file  drawers  below 

c.  2  desks  (clerks) 

d.  reference  table   (4'    x   8") 

e.  office  supply  closet 

1a)        Coat  Room,  i  ncludi  ng  i  60  sq.   ft. 

a.  6   ft.    bench 

b.  6  ft.   coat  bar 

2)  '    Record  Storage     Room,    including;  420  sq.   ft. 

a.     60  standard  filing  cabinets   (  1 '  3"    x  2'  6'  ■    x  4'  6'  '  ) 

3)  Office  -  Personnel  Director,    including,  320  sq.   ft. 

a.  desk  and  3  si  de  chai  rs 

b.  3   ft.    counter  the  width  of  room  with 
adjustable  shelves  above  and   4  standard  fl le 
drawers  below 

c.  3  upholstered    chairs  and  magazine  table' 

d.  personal  coat  closet 

3a)         Lavatory,    including:  30    sq.  ft. 

a.  water  closet 

b .  lavatory 

4)  Office  -Assistant  Director,    including:  240  sq.    ft. 

a.  desk  and  3  side  chairs 

b.  3  ft.   counter  the  wl  dth  of  room  with 

adj  ustable  shelves  above  and  4  standard  fi  le 
drawers  below 

c.  personal  coat  closet 

Total  Space  Required  -  Personnel  Office  1,550  sq.    ft. 


ADMINISTRATIVE    HEADQUARTERS 


PERSONNEL    OFFICE 


D.        PERSONNEL  I 


Present 


Proj  ected 


a.  Personnel  Director 

b.  Assistant  Director 

c.  Clerks 


Total  Personnel  -  Personnel  Office 


E.  Vehicles; 


ADMINISTRATIVE  HEADQUARTERS 


PUBLIC  RELATIONS  OFFICE 


The  essential  function  of  the  Public   Relations  office  i  s  to  act  as  a 
liaison  between  the  police  department  and  the  public.      the  responsi- 
BILITIES of  the   Director  and   staff    include: 

a.  the  presentati on  of  pertinent  police  data  to  the  press,    radio 
and  televi si  on 

b.  the  cleari  ng  of  releases  of  police   i  nformation  from  all  units 
and  dl  vi  si  ons  of  the   department 

c.  the  issue  of  statements  on  behalf  of  the  commissioner 

d.  the  representation  of  the  commissioner  and  department  at 
civic  activities,    etc. 

e.  the  arrangement  of   radio  and  television  appearances  for  the 
Commissioner  and  the  Department 

f.  the  adm  i  ni  strati  on  of  guided  tours  of  the  department  and 
lectures  to  ci  vic  groups,    etc. 

g.  the  adm  1  n!  strati  on  of  a  program  of  safety  education  deli  vered 
to  chi ldren  at  schools  and  playgrounds 

h.      the  recepti  on  of  citizens  complaints 

One   photographer  assi  sts   i  n  prepari  ng   Department  di  splays  and  two 
police  offi  cers  administer  the  safety  educat1  onal  program  .      additional 
personnel  utilized  by  the  director  would  be  police  officers  assigned  to 
other  units  but  available  to  conduct  lectures  and  guided  tours  of  head- 
quarters. 

the  visitors  to  this  office  would  generally  be  a  few  at  a  time  regi  ster- 
i  ng  complai nts  and  requesting  pressreleases,    lectures,    guided  tours,    etc, 
Large  groups  such  as  prearranged  tours  and  group  citizen  complaints 
would  be  accommodated  in  either  the  main  lobby,    or  the   line-up 
auditorium. 


B.  Flow  Diagram: 


ADMINISTRATIVE    HEADQUARTERS 


PUBLIC  RELATIONS  OFFICE 


G.      Space   Requirements: 

1)  Reception-Clerical  Room,    including  400  sq.    ft. 

a.  2  desks   ( recepti  onist  and  secretary) 

b.  6  standard  4  drawer  files 

c.  wai  ti  ng  area  with  6  chairs,   coat  rack  and 
table  wi  th  descri  pti  ve  poli  ce  i  nformati  on 

d.  coat  closet 

e.  office  supply  closet 

2)  Office  -  Director,  including:  320  sq.  ft. 

a.  desk  and  4  si  de  chairs 

b.  3  upholstered  chairs  and  magazine  table 

c.  3  ft.  counter  the  width  of  room  with 
adjustable  shelves  above  and  6  standard 
file  drawers  below 

d.  personal  coat  closet 

2a)    Lavatory,  including:  30  sq.  ft. 

a.  1  water  closet 
b  .  1  lavatory 

3)  Workroom,  including:  500  sq.  ft. 
a.  2  desks  (photographer  and  lecturer) 

b  .  2  desks  ( safety  educati on  offi cers) 

c.  3  standard  4  drawer  files 

d.  work  table  (4'  x  1  0'  ) 

e.  veri  fax  and  mimeograph  machine 

f.  4   individual  coat  closets 

4)  Storage  Room  (materials  and  displays)  160  sq.    ft. 
Total  Space  Required  -   Public  Relations  Office             1,410  sq.ft. 


ADMINISTRATIVE    HEADQUARTERS 
PUBLIC    RELATIONS    OFFICE 

D.  Personnel:  present  proj  ected 

a.  Director  1  i 

b.  Receptionist  o  i 

c.  Secretary  o  i 

d.  Photographer  i  i 
E.  Safety  Education  Officers  2  2 

Total  Personnel  -  Public  Relations 

Offi  ce  4  6 

E.  Vehicles: 

a.  director'  s  vehicle  1  1 

b  .  stati  on  wagons  1  2 

Total  Vehicles  -  Public  Relations 

Office  2  3 


ADMINISTRATIVE  HEADQUARTERS 


CHIEF    CLERK'S    OFFICE 


General: 


The  Chief  Clerk- s  Office  is  essentially  an  admi  ni  strati  ve-cleri  cal  and 
bookkeepi  ng  unit  functi  oning  di  rectly  under  the  commi  ssi  oner .   its  re- 
sponsibilities include: 

a.  preparati  on  of  the  general  orders 

b.  preparati  on  of  the  commissioner's  daily  report 

c.  recording  all  monies  received  and  deposited  by  the  department 

d.  auditi  ng  all  bills  incurred  by  the  department  and  preparation 
of  the  budget 

e.  auditing  and  recording  payrolls 

f.  preparation  of  the  annual  report 

g.  preparati  on  of  all  licenses  issued  by  the  department 

h.   preparati  on  and  mailing  of  all  traffic  violation  notices 

The  Hackney  Carriage  Office  is  also  a  part  of  the  Chief  Clerk'  s  Offi  ce 
but,  due  to  its  specialized  function  and  nature  of  business,  it  has  been 
located  independently. 

There  are  approximately  75  people  coming  to  this  unit  on  an  average  day. 
The  majority  of  business  is  with  the  license  department  although  some 
have  business  with  the  CASHI  ER'  s  offi  ce  and  the  payroll  department. 
Therefore,  it  has  been  decided  that  the  license  department  which  requires 
a  large  public  counter  should  be  located  directly  adjacent  to  the  unit 
lobby  to  provide  a  control  point  from  which  all  visitors  are  directed. 
This  department  will  also  double  as  the  Chief  Clerk- s  clerical  staff. 


ADMINISTRATIVE   HEADQUARTERS 


CHIEF    CLERK'S    OFFICE 


B.     Flow  Diagram; 


Space   Requirements: 


1)         Unit  Loeby 

1a)         Female  Employees-    Toilet,    including: 

a.  3  water  closets 

b.  3  lavatories 

1b)        Rest  Room,  including: 
a.     2  chairs  and  table 

B.  COUCH 

lc)        Male  Employees-   Toilet,  including: 

A.   2  WATER  CLOSETS 
B  .   1  URI  NAL 

C.  3  LAVATORI ES 


300  SQ,  FT. 

180  SQ.  FT. 

120  SQ.  FT. 

180  SQ.  FT. 


ADMINISTRATIVE    HEADQUARTERS 


CHIEF    CLERK'S    OFFICE 


C.      Space   Requirements: 

2)  Reception,    License  Department  and  Main 

Clerical  Room,    including:  1,500  sq.    ft. 

a.  7  desks  with  adjacent  typewriter  tables 

b.  2  work  tables   (3'    x  6'  ) 

c.  24  ft.    reception  counter  with  files  below 

d.  40  standard   4  drawer  files 

e.  40  linear  ft.  of  index,    docket  and  misc. files 

f.  misc.   office  equipment 

g.  closet  for  office  supply  storage 
h.  coat  closet  for  8  people 

2a)        Mi  meograph  Room,    including:  160  sq.   ft. 

a.  mimeograph   machine 

b.  work  table  (3'    x  8') 

c.  50  ft.   of   12   inch  shelving 

2b)        Vault  400  sq.    ft. 

3)  Chief  Clerk1  s  Office,  including:  320  sq.   ft. 

a.  desk  and  4  si  de  chai  rs 

b .  3   upholstered   chai  rs  and  magazi ne  table 

c.  3  ft.   counter  the  wi  dth  of  room  with 
adjustable  shelves  above  and  6  standard 
fi  le  drawers  below 

d.  personal  coat  closet 

3a)        Lavatory,    including;  30  sq.    ft, 

a.  1    water  closet 

b .  1    lavatory 

4)  Cashier's  Office  250  sq.    ft. 
the  cashi er' s  office  is  to  be  located  directly 

adjacent  to  the  unit  lobby  but  separated  by  a 
counter  containing  money  drawers  and  with  a  grille 
or  glass  partition  above  with  2  cashier's  windows. 
this  office  should  also  be  located  adjacent  to  the 
main   reception  counter  and  license  department  and 

I NCLUDE  : 

A.  2  DESKS  WITH  ADJACENT  TYPEWRITER  TABLES 

B.  WORK  TABLE  (3-   X  6'  ) 

C  .       3    STANDARD   4    DRAWER    FI  LES 

D.  MISC.     OFFICE    EQUIPMENT 

E.  COAT    CLOSET    FOR    2    PEOPLE 


ADMINISTRATIVE    HEADQUARTERS 


CHIEF    CLERK'  S    OFFICE 


•5)      Payroll  Department,    includi  ngs 

a.  6   desks  with  adjacent  si  de  table  and 
typewriter  table 

b.  small  recept1  on  counter  with  5   positions 
and  an  adjacent  reception  area  with  3  chairs 

c.  work  table   (3'    x  6'  ) 

d.  36  standard  4  drawer  files 

e.  misc.    office  equipment 

f.  office  supply  closet 

g.  coat  closet  accommodating  8   people 

6)         Budget  and  Auditing  Department,   including: 

a.  4  desks  with  adjacent  typewriter  tables 

b.  2  work  tables   (  3'    x  6'  ) 

c.  8   standard  4  drawer  files 

D.  MISC.  OFFICE  EQUIPMENT 

E.  OFFICE  SUPPLY  CLOSET 

F.  COAT  CLOSET  ACCOMMODATING  6  PEOPLE 


900    SQ.    FT. 


700    SQ.    FT, 


Total  Space  Required  -  Chief  Clerk- s  Office 
D.      Personnel:  present 


5,040    SQ.    FT. 


PROJ  ECTED 


a.  Chi  ef  Clerk 

b.  Clerks 

c.  Payroll  Department 

d.  Cashier's  Office 

e.  Budget  7  Auditing  Department 

f.  Traffi  c  Violati  on   Processing 

g.  Supervisor 


Total  Personnel-  Chief  Clerk' s 
Offi  ce 


37 


20 


E.    Vehicles: 


ADMINISTRATIVE  HEADQUARTERS 


MEDl  CAL    SUI  TE 


GENERAL: 


The   Department  retains  a  full  time   medical  examiner  whose  responsibilities 

I NCLUDE : 

A.  THE  COMPLETE  PHYSICAL  EXAMINATION  OF  ALL  PERSONS  CERTIFIED  FOR 
APPOl  NTMENT  TO  THE  DEPARTMENT 

B.  THE  EXAMI  NATI  ON  OF  ALL  MEMBERS  OF  THE  UNIFORM  FORCE  INJURED  ON 
OR  OFF  DUTY 

C.  THE  PERIODIC  EXAMINATION  OF  MEMBERS  OF  THE  DEPARTMENT  WI  TH  EX- 
TENDED ABSENCES  DUE  TO  I  NJURY  OR  ILLNESS,  TO  DETERMI  NE  THEIR 
AVAILABILITY  TO  PERFORM  POLICY  DUTY 

D.  THE  ADM  I NI STRATI  ON  OF  PREVENTIVE  MEDICINES  DURING  OUTBREAKS  OF 
COMMUNICABLE  DISEASES 

The  above  FUNCTI  ONS  are  PERFORMED  AND  ACCURATE  RECORDS  MAI  ntained  to  ai  d 
IN  DECISIONS  AFFECTING  CONTI  NUANCE  IN  SERVICE  OR  RETIREMENT,  AND  TO  MAIN- 
TAIN GOOD  HEALTH  THROUGHOUT  THE  UNIFORM  FORCE. 

TO  ASSIST  IN  DI  SCHARGI  NG  THE  ABOVE  RESPONSIBILITIES,  THE  DEPARTMENT  PRO- 
VIDES THE  MEDICAL  EXAMINER  WITH  COMPLETE  FACILITIES  AND  ONE  MEDICAL 
SECRETARY-RECEPTIONIST.   THE  FACILITIES  SHOULD  PROVIDE  FOR  THE  SIMULTAN- 
EOUS EXAMINATION  OF  TWO  PEOPLE  AND  A  WAITING  AREA  FOR  ANOTHER  EIGHT.    IN 
THE  RECEPTI  ON-CLERICAL  ROOM  THE  SECRETARY  SHOULD  BE  PARTIALLY  ISOLATED 
FROM  THE  WAI  TI  NG  AREA  TO  ENABLE  THE  CONTI  NUATI  ON  OF  CLERICAL  DUTIES  WHEN 
THERE  ARE  SEVERAL  PEOPLE  I  N  THE  WAITING  AREA.   DURING  THE  ADMINISTRATION 
OF  PREVENTIVE  MEDICINES,  THERE  ARE  OCCASIONALLY  FIFTY  OFFICERS  WAITING  IN 
LINE.   ADDITIONAL  CORRIDOR  SPACE  SHOULD  BE  PROVI DED  ADJACENT  TO  THE 
MEDICAL  SUITE  TO  ACCOMMODATE  THE  OCCASIONAL  LARGE  GROUPS. 

B.     Flow  Diagram: 


ADMINISTRATIVE    HEADQUARTERS 

MEDI  CAL    SUITE 

.  C .     Space  P.equi  rementsi 

1)  Reception-Clerical   Room,    including:  500  sq.  ft. 

a.  desk  and  side  chai  r 

b.  4   standard  4   drawer  files 

c.  wai  ti  ng  area  with  8  chairs  and  coat  rack 

d.  magazine  table 

e.  coat  closet  with   shelves  for  office  supplies 

2)  Offi  ce  for  Medical  Examiner,    including:  180   so.  ft. 

A.  DESK  AND  2  SIDE  CHAIRS 

B.  EXAMINATION  TABLE 

C.  24  FT.  ADJUSTABLE  SHELVING 

D.  2  SI DE  TABLES 

E.  SCALES,  ETC. 

f .  lavatory 

g.  personal  coat  closet 

3)  Examination  Room,  including:  180  sq.  ft. 

a.  desk  and  2  side  chairs 

b.  refrigerator  and  medicine  storage  cabinet 

4)  lavatory,  including:  40  sq .  ft. 

a.  1  water  closet 

b .  1  lavatory 


Total  Space   Required  -   Medical  Suite  700  sq.  ft. 

D.  Personnel:  present  proj  ected 

a.  Medical  Examiner  1  i 

b.  Secretary-Receptionist  i  1 
Total   Personnel  -   Medical  Suite                   2                                        2 

E.  Vehicles:  1  1 


ADMINISTRATIVE  HEADQUARTERS 

COMMUNICATIONS    UNIT 


General: 


■The  Communications  Unit   is  comprised  of  the  Signal  Service  and  the 
Radio  Repair  Unit.     The  Signal  Service   is  responsible   for  maintenance 
of  the  entire  signal  system  and  all  related  and  associated  equipment. 
This   unit: 

a.      supervises  all  telephone  services   in  the  department 

e.      installs,    mai  ntains  and  repairs  all  electri  cal  equi  pment 

c.  plans,    designs  and  constructs  all  new  communication  lines 
and  cables  for  the  department 

d.  furnishes,    maintains  and  i  nstalls  trunk  line  cables  between 
Headquarters  and  the  Di  visi ons 

e.  furnishes,    maintains  and  i  nstalls  taxi  cab  poles,    signs, 
police  signal  boxes  and  all  other  police  street  equipment 

The  Radio  Repair  Unit  is  responsible  for  installation,    maintenance  and 
repair  of  all  transmitting,    receiving  and  wired  broadcasting  equipment 
and  its  associated  instrumentation  throughout  the  department. 

Offices  should  be  provided  in  Headquarters  only  for  the  Directors  of 
the  above  two  units  and  thei r  cleri cal  staff .      the  major  functions  of 
this  group  are  administrative-supervisory  and  the  planning  and  design 
of  new  communication  networks.     the  remaining  functions  are   performed 
from  other  police  buildings  under  the  supervision  of  a  field  director. 

This  office  should  be  located  in  close  proximity  to  the  central  complaint 
room,    the  nerve  center  of  the  communication  network  which  it  services. 


B.  Flow  Diagram: 


ADMINISTRATIVE    HEADQUARTERS 


COMMUNICATIONS     UNIT 


C.      Space   Requirements; 

1)  Reception-Clerical  Room,    including:  300  so.   ft. 

a.  2    DESKS 

b.  reception  counter  (3'  x  8')  with  cabinets 
under  for  storage  of  offi ce  suppli es 

c.  work  counter  (3'  x  8'  )  with  7,  2-drawer 
fi les  under  and  shelves  above 

d.  4  reception  chai  rs  and  a  coat  rack 
c.  coat  closet  for  employees  of  unit 

2)  Office-  Director  of  Si  gnal  Servi  ce,  including:        200  sq.  ft. 

A.       DESK 

B  .       3    CHAI  RS 

c.  3   ft.    counter     the  width  of  room    with   2, 
2-drawer  fi  les  under'  and  shelves  abov£ 

d.  personal  coat  closet 

2a)        Lavatory,    including;-  30  sq.    ft. 

a.  .1    water  closet 
b  .      1    lavatory 

3)  Office-   Director  of  Radio  Repair,    including;  160  sq.    ft. 

A.       DESK 

b.  3  side  chairs 

c.  3   ft.   counter  the  width  of  room  with 
.-.djustable  shelves  above  and   4  fi  le 
drawers  below 

d.  personal  coat  closet 

4)  planning  room,    including:  300  sq .   ft. 

a.  2  drafting  tables   (3'    x  7'  ) 

b.  2  reference  tables   (3'    x  7'  )  with  one  bank 
of  hop'  -  ontal  plan  trws  and  2,    2-drawer 
fi  les  under  each  and  shelves  above  each 

5)  Storage  Room,    including:  50  sq.    ft. 

a.  2  banks  of  horizontal  plan  trays 

b.  40   ft.    of   12   inch  shelving  for  supplies 

Total' Space   Required  -  Communications  Unit  1,040  sq.  ft. 


ADMINISTRATIVE    HEADQUARTERS 


COMMUNI  CAT!  ONS    UNI  T 


D.   Personnel: 

a.  Director  -  Signal  Service 

b.  Director  -  Radio  Repair 

c.  Clerks 


proj  ECTED 


1  otal  Personnel  -  Communications 
Unit 


E.     Vehicles- 


ADMINISTRATIVE  HEADQUARTERS 

SUPERINTENDENT    OF    BUIL.DIN3S 

A. G^NKRAI-: 

The  Superintendent  of  Buildings  has  the  overall  responsibility  for  the 
maintenance  and  repair  of  all  police  buildings.     this   includes  the   super- 
vision of  custodi  ans  and  elevator  operators  assigned  to  all  buildings  and 
the  purchasi ng  of  all  supplies  required  for  the  maintenance  of  police 
bui ldings. 

Located   in  this  administrative  office  at  Headquarters  are  the  Super- 
intendent of  Buildings,    one  assistant,    one  clerk  and  also  the  senior 
custodian   in  charge  of  the  mai  ntenance  of  headquarters .      the  remaining 
personnel  and  facilities  required  for  the  maintenance  of  headquarters 
are  listed  separately  under  "headquarters  maintenance"  . 

a  reception  area  with  4  chairs  and  a  small  reception  counter  should  be 
provided  for  the  department  personnel  and  salesmen  calling  at  this  office. 


Flow  Diagram; 


C  . Space  Requirements: 

1)  Reception-Clerical  Room,    including:  500  sq.  ft. 

A.        3    DESKS 

b.  3  side  chai  rs 

c.  3  standard  file  cabinets  with  4  drawers 

d.  office  supply  closet 

e.  coat  closet  for  4  people 

f.  recepti on  area  with  4  chairs  amd  coat  rack 

g.  reception  counter   (2'    x  6'  ) 

2)  Office  for  Superi  ntendent  of  Bui  ldi  ngs,   including:         240  sq.  ft. 

a.  desk  and  3  side  chairs 

b.  3   ft.   counter  the  wi  dth  of  room  with  adjustable 
shelves  above  and  4  standard  file  drawers  below 

c.  personal  coat  closet 

2a)  Lavatory,    including:  30  sq.  ft. 

a.  1    water  closet 

b.  1    lavatory 

Total  Space  Requi  red-Superi  ntendent  of  Bui  ld;  ngs  770  sq.  ft. 


ADMINISTRATIVE    HEADQUARTERS 

SUPERINTENDENT    OF    BUILDINGS 

D .  Personnel  ;  present  projected 

a.  Superintendent  of  Buildings  i  i 

b.  Assistant  i  1 

c.  Clerk  1  1 

d.  Senior  Bui  lding  Custodian  1  1 
Total  Personnel  4  4 

E.  Vehicles:  i  i 


ADMINISTRATIVE  HEADQUARTERS 


HACKNEY  CARRIAGE  OFFICE 


GENERAL: 


The  Hackney  Carriage  Office   is   responsible  for  the   supervision  of  all 
taxicabs  and  sightseeing  buses   i  n  the  city  regardi  ng  the!  r  operation   in 
compliance  with  the   rules  and  regulati  ons   established  by  the   police 
Commissioner.      This   includes:      the  processing  of  applications,    new  and 
renewal,  for  hackney  carriages  and  hackney  carri'age  drivers  and  for 
si  ghtseei  ng  buses  and  their  drivers;    the  enforcement  of  hackney  carriage 
rules  and   regulations;    the  supervi  sion  of  acti  vi  ti  es  and  conduct  of  hackney 
carriage  licensees;  the  inspection  of  hackney  carriages;   and  the  main- 
tenance of  a  lost  and  found  servi  ce  for  the  benefit  of  the   passengers. 
Following   processing,  all  licenses  are  maintained   in  the  Chi  ef  Clerk' s 
office.      The   inspection  of  hackney  carriages  is  performed  in  Roxbury 
in  conjunction  with  the  c i  ty  sealer  of  weights  and  measures  . 

There  are  approximately   40   people  coming  to  this  office  on  the  average 
day  i  n  connecti  on  wi  th  the  above  functions,      however,    during  the  months 
of  December,   January  and  February,  the  renewal  of  licenses  occurs. 
During  this  period  there  are  approximately  225  applicants  on  apeak  day. 
Whi  le  the  offi  ce  does  not  requi  re  the  accommodati  on  of  all  the  appli  - 
cants  on  a  peak  day,   some  additional  corridor  space  should  be  provided 
adjacent  to  the  office,   and  the  counter  area  wi  thi  n  the  offi  ce  should 
permit  a  free  and  rapid  circulation.      Due  to  the  amount  of  visitors,    it 
would  be  preferable  to  locate  this  unit  adjacent  to  a  side  entrance  to 
Headquarters . 

There  are  eleven  police  officers  of  the  unit  who  function  on  street  and 
vehicular  patrol  to  enforce  the  rules  and  regulations  of  the  department, 
a  washroom" and  locker  room  should  be  provi ded  for  these  men. 

B  . Flow  Diagram; 


ADMINISTRATIVE    HEADQUARTERS 


HACKNEY  CARRI  AGE  OFFICE 


C.      Space  Requirements: 

1)        Reception-Clerical  Room,    including:  700  sq.    ft. 

a.  3    DESKS 

b.  2  work  tables   (3'    x   8'  ) 

c.  application   rack   (2<    x  8'  ) 

d.  1  8  standard   4  drawer  file  cabinets 

e.  office  supply  closet 

f.  30  ft.   application  counter 

g.  photographing  area  with  chai  r  and  camera 

1a)     Coat  and  Locker  Room,  including:  180  sq.   ft. 

a.  4  ft.   coat  bar 

b.  16  lockers  (2'  x  2'  ) 

is)     Washroom,    including  t        ,.  160  sq.  ft, 

A.  1  WATER  CLOSET 

B.  1  URi  NAL 

C.  2  LAVATORI ES 

D.  1  SHOWER 

2)        Office    -  Uni  t  Commander,    including:  240  sq.   ft. 

A.       DESK 

b.  3   si  de  chairs 

c.  3  ft.  counter  the  wi  dth  of  room  with  adjustable 
shelves  above  and  4  standard  fi  le  drawers  below 

d.  personal  coat  closet 

2a)   Lavatory,  including:  30  sq,  ft. 

a.  i.  water  closet 

b .  1  lavatory 

Total  Space  Required  -  Hackney  Carriage     Office         1,310  sq.  ft. 


a..     Unit     Commander 
b.    Clerks 


ADMINISTRATIVE    HEADQUARTERS 


HACKNEY  CARRI  AGE  OFFICE 


D.   Personnel: 


PROJ  ECTED 


c.  Police  Officers 
days 

1ST  HALF 


Total  Personnel  -  Hackney 

Carriage  Office     15 


15 


VEHI CLES; 


ADMINISTRATIVE     HEADQUARTERS 


DISTRICT     INSPECTORS    OFFICE 


General: 


The  Office  of  District  Inspectors  is  an  intermediate  supervisory  office 
functi  oni  ng  between  the  superintendent  of  police  and  the  dl  vi  si  onal  com- 
MANDERS .  Each  of  the  three  inspectors  is  responsible  for  both  the  en- 
forcement OF  ALL  LAWS,  ORDINANCES  AND  REGULATIONS  THAT  THE  POLICE  HAVE 

the  authority  or  duty  to  enforce,  and  the  overall  police  supervision  in  an 
area  of  the  ci  ty  compri  si  ng  fi  ve  or  six  divisions.  the  responsi bi li ty  1  n- 
cludes  street  supervision,  special  investigations,  personnel  recommend- 
ations and  the  daily  review  of  division  reports. 

to  assist  in  di  schargi ng  the  above  responsibilities,  each  i  nspector  i  s 
provided  with  one  clerk  and  usually  four  detecti ves  assi gned  to  both  day 
and  night  duty.   the  detectives  report  to  the  central  headquarters  office 
at  the  beginning  and  end  of  each  tour  of  duty.  the  three  clerks  will  be 
located  in  one  central  clerical  area  which  will  also  have  facilities  for 
the  detectives  to  prepare  investigation  reports. 

There  are  approximately  12  people  coming  to  this  office  on  the  average  day. 
These  i  nclude  both  the  public  and  poli  ce  personnel  arrivi  ng  for  1  ntervi  ews 
regarding  complaints  and  general  police  operation.  A  reception  area  in  the 

GENERAL  CLERICAL  AREA  SHOULD  BE  PROVIDED  TO  ACCOMMODATE  THESE  VISITORS. 

B.      Flow   Diagram: 


ADMINISTRATIVE    HEADQUARTERS 
DI  STRI  CT    I  NSPECTORS    OFFICE 

C.      Space  Requirements; 

1)        Reception-Clerical     Room,    including:  600  sq.    ft. 

A.  3  DESKS 

B.  16  STANDARD  FILE  DRAWERS 

C.  WORK  TABLE  (4'   X  61  )  SEATING  SIX 

D.  RECEPTION  AREA  WITH  4  CHAIRS  AND  COAT  RACK 

E.  OFFICE  SUPPLY  CLOSET 

1a)       Coat  and  Locker  Room,  including:  180  so.    ft. 

a.  6   ft.   coat  bar  with  shelf  above 

b.  1  6  lockers   (2'   x  2'  ) 

1b)       Washroom,    including:  140  sq.    ft. 

a.  1    water  closet 

b.  2  urinals 

c.  2  lavatories 

2)  Office-  District  One  Inspector,    including:  320  sq.   ft. 

a.  desk  and  4  side  chairs 

b.  3  upholstered.  chairs  and  magazine  table 

c.  3  ft.   counter  the  width  of  room  with 
adjustable  shelves  above  and  6  standard 
fi  le  drawers  below 

d.  personal  coat  closet 

2a)       Lavatory,    including:  30  sq.   ft. 

a.  1   water  closet 

b .  1    lavatory 

3)  Office-  District  Two  Inspector  350  sq.   ft. 

(same  as  no.    2) 

4)  Office-  Di  strict  Three     Inspector  350  sq.   ft. 

(same  as  no.    2) 

Total  Space  Required  -  Di  stri  ct  Inspectors  Office       1,970  sq.  ft. 


a.     District  Inspectors 


c.     Clerks 


ADMINISTRATIVE    HEADQUARTERS 


DISTRICT    INSPECTORS    OFFIC. 


D .      Personnel; 


PRO J  EC TED 


b.     Detectives 
days 

1ST  HALF 
LAST  HALF 
RELI EF 


Total  Personnel  -   District 

Inspectors  Office 


17 


E.     Vehicles: 


ADMINISTRATIVE  HEADQUARTERS 


TRAFFI  C    Dl  VI  SI  ON 


A »...  General; 

The  Traffic  Division  is  responsible  for  the  regulation  of  traffic  and 
the  enforcement  of  automobile  laws  and  parking  regulations  in  an  area  of 
the  city  comprised  of  divisions  1,  2,  3,  4  and  16.   ihi  s  responsibility 
exists  on  weekdays  from  8  a.m.  until  midnight  after  which  it  reverts  to 

THE  RESPECTIVE  DI  VI  SI  ONAL  UNITS.        The    TRAFFIC    DIVISION    IS    COMPRISED    OF 
THIS    ADMINISTRATIVE-SUPERVISORY        HEADQUARTERS    STAFF  AND    A    DOWNTOWN    AND 
UPTOWN    SECTION    TO    BE    HOUSED     IN    THE    NEW    CONSOLIDATED     DIVISION    AND 
DIVISION    16,     RESPECTIVELY. 

THE    HEADQUARTERS  STAFF     INCLUDES    THE   DlVI  SI  ONAL  COMMANDER  AND    TWO  UNIT 
COMMANDERS    FOR    THE    DOWNTOWN    AND  UPTOWN    DIVISIONS.        THE    LATER    TWO 
OFFICERS    ARE    I  NCLUDED    AT    HEADQUARTERS    TO    I  NSURE    SUPERVISORY    COORDINATI  ON 
OF    ALL    UNITS    COMPRISING    THE       TRAFFIC    DIVISION. 

THE    CLERICAL    STAFF    OF    THIS    UNIT    COMPI  LES  DAILY  REPORTS    FROM    ALL    POLICE 
DIVISIONS    REGARDING    CARS    TOWED,     TAGGED    OR    STOPPED    FOR    VIOLATIONS    OF  THE 
MOVING       VEHICLE    LAWS.       IT    FURTHER    COMPI LES    PERSONNEL    RECORDS    OF    OFFICERS 
ASSIGNED    TO    THE    TRAFFIC    DIVISION    REGARDING    ILLNESS,     ABSENCES,     PAID    DE- 
TAILS,    ACTIVITY    WHILE    ON  DUTY,     ETC. 

All    SUMMONSES    AND    WARRANTS    relative    TO    TRAFFIC    VIOLATIONS    RECORDED    BY 
OFFICERS    OF    THE    TRAFFIC    DIVISION    ARE    ALSO    PROCESSED    I  N  THIS    HEADQUARTERS 
UNIT.       .PROSECUTING    OFFICERS      DIRECT    THIS    PROCESSING,     WHICH     INCLUDES    THE 
SERVING    OF    WARRANTS    AND    SUMMONSES,    AND    REPRESENT    THE    TRAFFIC    DIVISION 
IN    COURT. 

vi  si  tors  to  this  unit  are  few  in  number,    generally  registering  complaints 
or  requesting  special  police  enforcement  of  the  parki  ng.  laws .     a  small 
display  should  be   included  in  the  waiting  area  to  facilitate  an  explan- 
ation of  the  functioning  of  the  traffic  division. 

The  Safety  Patrol,  presently  a  safety  educati  onal  unit  of  this  division, 
has  been  accommodated  i  n  the  public  relati  ons  offi  ce  . 


B.      Flow   Diagram: 


ADMINISTRATIVE    HEADQUARTERS 

TRAFFIC    DIVISION 

C      Space  Requirements;  700  sq.   ft. 

1)        Reception-Clerical.  Room,    including: 

a.  wai  ti  ng  area  with  4  chairs  and  coat  rack 

b.  reception  counter 

c.  5  desks   (clerks) 

d.  work  table    (3'    x   6'  ) 

e .  2  standard  ibm  fi  les   (  1  '  7'  '   x  2'  4'  '    x  4'  8'  '  ) 

f.  4,  4-drawer  files   (1 '  3'  '    x  2'  6'  '    x  4'  6'  '  ) 

g.  small  safe 

h.  office  supply  closet 

1a)   Coat  and  Locker  Room,  including:  260  sq.  ft. 

a.  8  ft.  coat  bar 

b.  22  lockers  (2'  x  2'  ) 

1b)   Washroom,  including:  220  SQ.  FT. 

a.  2  water  closets 

b.  2  uri  nals 

c.  3  lavatori  es. 

2)  Office-  Divi  si  on  Commander,  including:  320  sq.  ft. 

a.  desk  and  4  side  chairs 

b.  3  upholstered  chairs  and  magazine  table 

c.  3  ft.  counter  the  width  of  room  with 
adjustable  shelves  above  and  6  standard 
fl  les  drawers  below 

d.  personal  coat  closet 

2a)   Lavatory,  including:  30  sq.  ft. 

a.  water  closet 

b .  lavatory 

3)  Office-  Unit  Commander,  including:  550  sq.  ft. 

A.   3  DESKS 

b.  4  side  chairs 

c.  3  ft.  counter  the  width  of  room  with  city 
map  and  adjustable  shelvi  ng  above  and  8 
standard  file  drawers  below 

d.  3  personal  coat  closets 

3a)   Lavatory,  including:  30  sq.  ft. 

a.  1  water  closet 

b .  1  lavatory 


ADMINISTRATIVE    HEADQUARTERS 


TRAFFI C    DI  VI  SI  ON 


4)       Office-   Prosecuting  Officers,    including:  1,000  so.   ft 

A.  4    DESKS     ( PROSECUTERS) 

B.  6    DESKS     (CLERKS) 

C.  TABLE  (4'   X  8'  )  SEATING  4  PEOPLE 

D.  3  SIDE  CHAIRS  AND  COAT  RACK 

E".   2  WARRANT  FI  LI  NG  CABI  NETS  (  1'  1  '  '  X  2'  1  •  '   X  3'  9'  •  ) 

F.  3  TICKET  FILING  CABINETS  (  1  '  6"   X  2'  4'  '   X  3'  9'  '  ) 

G.  4  PERSONAL  COAT  CLOSETS 

H.  3  FT.  COUNTER  THE  WIDTH  OF  ROOM  WITH  PIN  MAP 
AND  ADJ  USTABLE  SHELVES  ABOVE  AND  1 8  STANDARD 
FI  LE  DRAWERS  BELOW 


4a)       Record  and  Supply  Closet,    i  nclud;  ng  ; 
A.     adjustable  shelving  throughout 


80    SQ.     FT, 


Total  Space  Required  -  Traffic  Division 


3, 190   SQ.    FT. 


D. 


Personnel: 


PROJ  ECTED 


a.     Division  Commander 


Uni  t  Commanders 

days 

ni ghts 

reli  ef 
Desk  Officer 
Clerks 

Prosecuti  ng  Offi cers 
Prosecut!  ng  Clerks 
Warrant  Servers 


Total  Personnel  -  Traffic  Division 
Note — there  are  presently  a  clerks 
detailed  to  the  registry 


18 


25 


VEHI  CLES: 
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GENERAL] 


Selective  Enforcement      is  the  scientific  approach  to  reducing  acci  dents 
by  selectively   increasing   enforcement  of  the  motor  vehicle  laws   in  areas 
of  high  accident  frequency.     to  determine  the  areas  of  high  frequency , 
all  acci  dent  reports  from  the  bpd,  mdc  and  the  registry  are  delivered 
to  the  Central  Records  codi  ng  room  where  the  i  nformati  on   i  s  placed  on 
ibm  cards  and  the   reports  filed.     a  comprehensive  daily  summary   is 
machine  prepared  and  delivered  to  the  selective  enforcement  office  for 
analysis.      the  filed  reports  are  stored  at    central  records  and  copies 
are  suppli  ed  to  ei  ther  the  analysis  room   or  to  the   publi  c  upon  request. 

At  the  Selective  Enforcement  Office  the  daily  summaries  are  analyzed  to 
determine  the  areas  of  high  acci dent  frequency  and  the  causes  of  accidents, 
Here  directives  are  prepared  for  the  Superintendent,    recommending  the 
special  deployment  of  police  personnel.     dlvi  si  onal  reports  are  later 
correlated  with  the  directives.     This  unit  also  prepares  traffic  safety 
releases  for  the  local  news  media;    prepares  monthly  reports  for  the 
Superintendent;    and  prepares  police  reports  for  the  "Annual  Inventory 
of  Traffic  Safety1',  in  cooperation  with  the  National  Safety  Council. 

The  field  director,    used  on  a  24  hour  basis,    is  responsible  for  the 
evaluati  on  of  the  performance  of  the  selective  enforcement  di  recti  ves  and 
al^o  recommends  adjustments  when  necessary. 

vl  si  tors  to  this  unit  are  few  in  number.      they  include  departmental 
personnel  requestl  ng  i  nformati  on  relati  ve  to  thei  r  di  vi  si  on  and  ci  ti  zens 
requesting  special  traffic  surveys.     however,    this  unit  maintains  large 
city  maps  with  pin  locations  of  accident  areas  which  would  be  of  con- 
si  der  able  public  relations  value.     therefore,   the  analysis  room  should 
be  designed  with  a  .d i  splay  area  permitting  both  departmental  use  of  the 
pi  n  maps  and  explanati  on  of  the  selective  enforcement  program  to  gui  ded 
public  tours. 

B.      Flow  Diagram: 


^N 
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C.      Space   Requirements: 

1)        Reception-Clerical-Analysi  s     Room,    including:  750  sq.    ft. 

A.      1    DESK   mutually  used  by  field   directors 

b.  2  desks  used  by  analysi sts 

c.  1    desk  used  by  clerk-receptionists 

d.  work  table   (4'    x  6'  ) 

e.  reception  area  with  4  chairs  and  coat  rack 

f.  display  boards   for  8'    x   8'    city   map  and 
16  di  vi  si  onal  maps   (4'   x  4'  ) 

g.  6  standard  f i  le  drawers 

h.     closet  for  office  supplies 

1a)      Coat  and  Locker  Room,  including:  120  sq.   ft. 

a.  4  ft,   coat  bar 

b.  10  lockers  (2'   x  z<  ) 

1b)       Washroom,    including:  120  sq.    ft. 

a.  i   water  closet 
b  .     i    uri  nal 

C.     2   lavatories 

2)       Office-  Unit  Commander,    including:  200  sq.   ft. 

A.       DESK 

b.  3  visitor  chairs 

c.  3   ft.   counter  the  wi  dth  of  room  with 
adjustable  shelves  above  and  2  fi  le 
drawers  below 

d.  personal  coat  closet 

Total  Space  Required  -  Selective  Enforcement  1,190  sq.ft. 


a.     Unit  Commander 
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D. Personnel: 


PROJ  ECTED 


Field  Directors 
days 

1ST  HALF 
LAST  HALF 
RELI  EF 
ANALYSI  STS 


d.  Clerk 


Total  Personnel  -  Selecti ve 

Enforcement 


10 


E.  Vehicles: 
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A .      General 

The  Cri  me   Preventi  on  Bureau  operates  for  the  preventi  on  of  deli  nquency 
among  juveniles,  and  maintains  a  program  of  constant  cooperation  with  all 
other  agencies  in  the  child  welfare  field  for  the  rehabilitation  of  mal- 
ADJUSTED  CHILDREN.       THEIR    FUNCTIONS  INCLUDE;    the    development    of   a    program 
intended  to  eliminate  the   factors  that  i nduce  cri  m i nal  tendenci  es  among 
children;   the  determ i  nation  of  persons  and  places  wh i  ch   in  any  way  con- 
tribute to  the  delinquency  of  children;   the  i  nspecti  on  and  supervision  of 
public  facilities  where  a  large  number  of  people  congregate,-    the  promo- 
tion of  good  citizenship  through  education;  and  the  promotion  of  wel- 
fare for  children* 

to  fulfill  the  above  functions  there  are  special  juvenile  officers  de- 
tailed to  police  divisions    throughout  the  city,   and  a  central  coordin- 
ating crime  prevention  office  1  n  headquarters .     weekly  reports  from  the 
divisional  officers  are  compiled  and  analyzed  in  this  headquarters  office. 

While  there  are  only  a  few  visitors  contacting  this  office  daily,    a 
small  segregated  recepti on  area  should  be  provided  in  the  general  clerical 

SPACE. 

B_,      Flow  Diagram 


^2^ 
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CRIME     PREVENT!  ON    BUREAU 

C  .      Space  Requi  rements: 

1)  Reception-Clerical  Room,    including:  540  sq.    ft. 

a.  reception  area  with   3  chairs  and  coat  rack 

e.  2  desks  (clerk  and  assi stant  director) 

c.  work  table   (3'    x  8'  )    seating  4  people 

d.  8  standard  4-drawer  files 

e.  office  supply  closet 

1a)       Coat  and  Locker  Room,   including:  80  so.    ft. 

a.  4  ft.    coat  bar 

b.  6  lockers   (2'    x  2'  ) 

1b)       Washroom,    including:  120  sq.    ft. 

a.    1    water  closet 

B.     1     URINAL 

c.  2  lavatories 

2)  Office-   Unit  Commander,    including:  240  sq.   ft. 

a.  desk 

b.  3  si  de  chai  rs 

c.  3  ft.   counter  the  width  of  room  with 
adj  ustable  shelves  above  and  4  fi  le 
drawers  below 

d.  3    upholstered  chairs  and  magazi ne  table 

e.  personal  coat  closet 

2a)       Lavatory,    including.-  30  sq.    ft. 

a.  1   water  closet 

b .  1    lavatory 

Total  Space  Required  -  Crime  Prevention  Bureau         1,010  sq.   ft. 


D.      Personnel.: 


a.  Unit  Commander 

b.  assistant 

c.  Clerk 

D.  INVESTI GATI NG  OFF1 CERS 
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CRIME  PREVENTI  ON  BUREAU 


PRESENT 


Total  Personnel  -  Crime  Prevention 
Bureau 


proj  ected 


E.     Vehicles; 
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General: 


Central  Records   is  the  data  processing  center  of  the  Department.      Its 
functi  ons  are  vari  ed  and   i  n  many  cases  are   performed  by  the  same   per- 
sonnel,   space  and  equipment.     the  stated  space  requirements  will 
accommodate  the  following  separately  described  functions. 

1)  Incident     Reports — The  Central  Records  Bureau  is  responsible  for 
coding,    processing  and  recording  approxi mately  500   incidents  a  day 

that  come  to  poli  ce  attention.     this   i  s  accomplished  by  comparing 
the  Complaint  Message  Card  from  the  Central  Complaint  Room  with 
the  investigating  officer's  corresponding  incident  report  card,  the 
division  journal,   and  the  di  vi  sion  control  log.     when   inconsistency, 
inaccuracy  or   incompleteness  is  revealed  by  the  comparison,  cor- 
rectional reports  are  requested    from  the  di  vi  si ons  and  these  are 
checked  with  the  ori  gi  nal-  i  nci  dent  cards  and  reports.     summary 
cards  are  then  prepared  and  machine  processed  to  obta1 n  comprehen- 
sive statistical  data  regardi  ng  crime  and  service   incidents.      these 
are  utilized  to  obtai  n  an  overall  crime  picture  of  the  area  and  to 
develop  preventive  police  action. 

During  the  comparison  and  coding  of  the  incident  cards,    name 
references  in  the  police  journals  regarding  si gni  fi  cant  i  nci  dents 
are  underli  ned  to  faci  litate  the  compi  lati  on  of  a  name  index  by 
means  of  a  key  punch  card  and  machine  tabulation.      the   index  along 
wi th  the  poli  ce  j ournals  are  maintained  at  the  publi c  recepti  on 
counter  of  Central  Records,    where  requests  in  person  or  by  wri  ti  ng 
for  authori zed  poli ce  reports  are  honored  upon  payment  of  a  three 
dollar  fee. 

2)  Arrest  Reports — Arrest  reports  originate  at  the  division  following 
the   first  court  appearance.      each  morning  arrest  reports  are  re- 
cei  ved  at     Central  Records  and  the  i  nformati  on  key  punched  onto  a 
summary  card.      the  summary  cards  are  then  machine  processed  to 
obtain  comprehens1  ve  stati  stical  data  on  arrests  whici-i  supplements 
the  comprehensive  data  on   incidents.     this   includes  the   preparation 
of  a  monthly  arrest  index,    alphabetically  as  well  as  by  crime 
classification.      all  the  source  document  cards  regarding  a  parti- 

'  cular   i  nci  dent  and-or  arrest  are  then  filed  together  under  the 
original  central  complaint  number.      these  cards  are  maintained  for 
six  years  and  then   microfilmed  and  destroyed. 

3)  Accident  Reports — Each  day  stubs  from  the  Registry  on  all  accidents 
within  the  city  are  received  at  central  r  e  cords  and  filed  with  the 


ADMINISTRATIVE    HEADQUARTERS 


CENTRAL  RECORDS 


corresponding  stubs  on   each  accident.      when  all  the  stubs  for  an 
individual  accident  are  received,    all  pertinent  information   regard- 
ing the  accident  is   key  punched  onto  an  accident  summary  card. 
These  cards  are  then  machine  processed  to  obtain  comprehensive 
statistical  data  relative  to  date,  time,    location  and  type  of 
accident,   etc.     reports  are  then  sent  to  the  selective  enforcement 
Bureau  where  they  are  used  to  initiate  preventive  police  action. 
Other  city  and  state  agenci  es  also  receive  these  reports. 

4)  Parking  Vi  olati  ons — Central  Records  processes  approximately  3,000 
parking    violations  each  day.     From  reports  submitted  from  the 
taggi  ng  offi cers,    key  punch  operators   prepare  a  violation  card  con- 
taining the  date,    time,  location,    registration,   court  district  and 
offi cer  maki  ng  the  arrest.      these  cards  are  then   machine  sorted 

in  reg  i  strati  on  number  order,    and  machine  matched  wi  th  a  name  card 

FILE  OF  PREVIOUS  VIOLATORS.   FOR  FIRST  OFFENDERS,  A  NAME  CARD  IS 
DUPLICATED  FOLLOWI  NG  A  HAND  SEARCH  OF  THE  MASTER  NAME  CARD  INDEX. 
IN  EITHER  CASE,  THE  VIOLATION  CARD  AND  THE  NAME  CARD  ARE  THEN  MACHINE 
PROCESSED  TO  OBTAIN  A  VIOLATION  NOTICE  IN  TRIPLICATE  AND  A  VI  OLATI ON 
SUMMARY  CARD.    THE  SUMMARY  CARD  AND  THE  NAME  CARD  ARE  THEN  MACHINE 
PROCESSED  TO  UP-DATE  THE  NAME  CARD  REGARDI  NG  NUMBER  OF  VIOLATIONS, 
AFTER  WHICH  THE  NAME  CARD  IS  MACHINE  FILED  AND  THE  SUMMARY  CARD  IS 
AGAI  N  MACHI NE  PROCESSED  TO  OBTAI  N  A  DAI LY  DOCKET  SHEET  FOR  THE 
COURTS . 

The   violation   NOTICE  is  microfilmed  AND  THEN  sent  to  the   mailing 
room.      One  copy  of  the  notice   is  sent  to  the  violator,    one  copy  to 
the  division  making  the  arrest,   and  one  copy  along  wi  th  the  summary 
card  and  the  docket  sheet  is  sent  to  the  court. 

5)  Moving  Vehi  cle  Violati  ons  (4-way  ticket) — Central  Records  receives 
booklets  containing  25,  4-way  tickets  from  the  eight  respective 
courts  within  the  city.     these  booklets  are  then  sent  to  the 
divisions  along  with  a  division  docket  to  record  the  activity  in  each 
booklet  and  prepunched,  prenumbered  ibm  cards  corresponding  to  each 
prenum3ered  ticket.     the  ibm  cards  are  used  by  the  officer  in  the 
street  to  record  traffi  c  vi  olations  and  are  then   returned  to  the 
division  where  the   information   i  s  transcr1  bed  onto  the  4-way  ticket. 
'Within  three  days  the  division  commander  makes  his  recommendation 

regarding  the  offense,    distributes  the  four  tickets  and  returns  the 
IBM   card  to  Central  Records  for  processing.      Processing   includes 

EC  H  KEY  PUNCHING  THE  INFORMATION  PREV1  OUSLY  WRI  TTEN  ON  THE  CARD  AND 
THEN  MACHI  NE  TABULATI  NG  THE  I  NFORMATI  ON  TO  PROVI  DE  BOTH  A  CONTROL  ON 
THE  USE  OF  THE  TICKETS  AND  STATISTICAL  DATA  TO  SUBMIT  TO  THE  NATIONAL 
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Safety  Council.      A  copy  of  the  docket  is  returned  to  Central  Records 

for  tabulati  on  regardi  ng  the  recommendati  ons  ci  ted  for  the  respec- 

tl  ve  tickets,    i.e.   voided,    warning,    registry  action  or  court  summons. 

6)  police  listings each  year  the  poli  ce  department  makes  a  compre- 
hensive li  sti  ng  of  all  residents  in  boston  20  years  of  age  and  over. 
Central   Records   mai  ntains  both  a  a  xs   descri  ptive  card  on  every  resi- 
dent   OF  THE    CITY    AND    AN    IBM   CARD    FOR    EACH    DWELLING.       THE    DWELLING 

cards  are  machine  processed  each  year  to  obtain  a  street-check  list 
to  facilitate  the  police  officers  making  the  survey  during  the  month 
of  January.      Along  with  the  checklist,    Central  Records  supplies  the 
divisions  with  the  white   4x5   resident  cards  and  a  supply  of  similar 
yellow  cards  for  new  li.sti  ngs ,    prepared  by  the  c i  ty  printing  depart- 
MENT.     The  white  cards  are  checked  with  the  resident  for  accuracy, 

CORRECTIONS    ARE    MADE    THEREON,     AND    RETURNED    TO    CENTRAL    RECORDS    WHERE 
ST    IS    FORWARDED    TO    THE   ClTY    PRINTING  DEPARTMENT    IN    THE    EVENT   THAT 
CHANGES   IN  THE    ADDRESSOGRAPH    PLATE    ARE    REQUIRED.        THE    YELLOW    CARDS 
ARE    ALSO    SENT    TO    CENTRAL    RECORDS    AND    FORWARDED  D I  RECTLY    TO    THE    PRINT- 
ING Department.      Following  the  completion  of  the  new  listing,   all 
cards  are  returned  to  central  records,    filed  and  stored  pending  the 
next  police  listing.      throughout  the  year  changes  in  the  resident 
li  sti  ng  are  investigated  by  the  police  at  central  records  and  the 
Election  Department. 

With  the  exception  of  prepari  ng  the  street-checklist,    the  process  of 
the  police  listing  is  independent  of  data  processing  and  central 
Records.      During  the  several  months  centered  around  the  listing, 
special  poli  ce   personnel  are  detailed  to  this  un!  t  from  elsewhere   in 
the   Department.      However,    data  processing  will  probably  be  used  to 
greatly  fac i  li  tate  the  listing   in  the  future .      therefore,    independent 
faci li  ties  should  be  provi ded  for  the  police  listing  service  directly 
adjacent  to  central  records  and  to  the  data  processing  equipment. 

7)  Paid  Police   Details — Some  fifteen  hundred  officers  of  the   Depart- 
ment earn    OVER    600,000    DOLLARS    EACH    YEAR  IN  PAID    DETAILS,      SUCH    AS 

attendance  at  athletic  events,    public  gatherings,    etc.     twice  each 
month  the  divisions  submit  form   sheets  to  central  records  wi  th  the 
names  of  officers  performing  paid  details  and  a  description  of  each 
detail.     this   information   i  s  key  punched  onto  data  cards  'which  are 
in  turn  machi  ne  processed  to  obtain  a  comprehensive  listing  of  de- 
tails,   offi cers  performing  detai ls  and  amount  earned  by  the  officers, 
the  comprehensive  listings  are  sent  quarterly  to  the  divisions  and 
the  Superintendent  for  recording  and  for  facilitation  of  an  equit- 
able   DISTRIBUTION    OF    PAID    DETAILS.       A     SUMMARY    CARD     IS     MAINTAINED    FOR 
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each  officer,  up-dated  with  each  detail,  and  at  the  end  of  each  year 
total  earnings  are  recorded  and  given  to  the  officer. 

8)   Range  Cards — Each  poli  ce  offi  cer  must  attend  a  full  day1  s  i  n- 

structi  on  at  the  police  academy  and  range  duri  ng  the  months  of  may 
to  September  of  each  year.   The  officer's  attendance  and  range  per- 
formance ARE  RECORDED  AT  THE  ACADEMY  ON  A  PREPUNCHED,  PREPRINTED 

ibm  data  card  containing  name,  badge  number,  division,  etc.  when 
the  cards  are  returned  to  central  records,  1  nformation  recorded  on 
the  cards  is  key  punched  and  mach i  ne  tabulated  to  obtain  a  compre- 
hensive summary  of  officers'  performance  while  at  the  academy. 

9).  Miscellaneous  Functions — There  is  a  relatively  constant  demand  for 
vari  ous  statl  sti  cal  data,  requested  by  units  of  the  department  and 
other  governmental  agencies.  these  functions  generally  entail 
special  programing,  machine  processing  of  exi  sting  data  cards,  and 
the  preparation  of  reports  by  the  clerical  staff  of  this  unit. 

The  Clerical-Reception  Room  is  the  control  point  for  this  entire  unit, 
informati on  and  requests  regarding  the  above  functions  are  received  at 
this  point  and  sent  to  the  coding-programing  room.,  where  required,  in- 
formation is  keypunched  onto  data  cards.   the  data  cards  are  machine 
processed  and  tabulated,  after  which  tabulati ons  and  statistical  data 
sheets  are  returned  to  the  clerical  space  for  distribution,  filing  or 
inclusion  in  the  preparation  of  reports. 

independent  functions  performed  in  the  cleri  cal-recepti  on  room  daily, 
i nclude:  the  di  spensi ng  of  approxi  mately  forty  ver1fax  copi es  of  poli  ce 
accident,  incident  and  arrest  reports;  the  mailing  of  all  departmental 
correspondence  and  parking  violation  notices,-  the  performing  of  all 
Departmental  copywork  on  a  914  copy  machine;  and  the  clerical  work  of 
the  Unit  Commander. 

The  other  areas  of  this  unit  accommodate  their  respective  processes 
for  the  functions  listed  above. 
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B  .      Flow  Di  agram  : 


Space  Requirements: 


Reception-Clerical  Room,    including: 

a.  wai  tl  ng  area  with  4  chairs  and  coat  rack 

b.  24'    recepti on  counter 

c.  4  clerical  desks 

d.  3'   x   6'    work  table 

e.  verifax  machine 

f.  914  copy  machine 

g.  30'   wall  shelving  for  journals 

h.  8  standard  4-drawer  files   (i'3"    x  2'  6'  ' 

i  .  office  supply  closet 


900    SQ.     FT. 


1a)       Police  Officer  Coat  and  Locker     Room,  including 

a.  4  ft.   coat  bar 

b.  1  6  lockers   (  2'   x  2'  ) 


180    SQ.     FT. 


1b)      Civilian  Coat     Room,    including: 

a.  8  ft.   coat  bar 

b.  8  ft.   bench 


100    SQ.     FT. 
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■  1c)       Male  Employees'    Toilet,    including:  120  sq.    ft. 

A.  1.    WATER  CLOSET 

B.  1     URINAL 

c  .     2  lavator i  es 

Id)       Female   Employees'    Toilet,    including:  180  sq.    ft. 

a.     3  water  closets 
b  .     3  lavator  i  es 

1e)       Female   Employees'    Rest  Room,  including:  120  sq.    ft. 

a.     table  and   2  chairs 

B.       COUCH 

2)  Office-  Unit  Commander,  including!  200  sq.  ft. 

a.  desk  and  3  side  chairs 

b.  3  ft.  counter  the  wl  dth  of  room  with  24  ft. 
of  adjustable  shelvi ng  above  and  4  standard 
fl  les  drawers  below 

c.  personal  coat  closet 

2a)   Lavatory,  including.-  30  sq.  ft. 

a.  1    water  closet 

b.  1    lavatory 

3)  Coding-Programing  Room,    including:  1,100  sq.ft. 

a.  desk  for  supervisor 

b.  2  work  tables   (6'    x   16')    seating  si  x  each 

c.  10  standard  4-drawer  f!  les  (1  '  3'  '   x  2'  6'  '    x  4'  6'  '  ) 

d.  5  data  card  files   (1'7'>    x  2'  4'  '    x  4'  8'  '  ) 

3a)       Storage  Room,    including:  100  sq.   ft. 

a.     adjustable  shelving  throughout 

4)  Key  Punch   Room,    including:  1,400  sq.ft. 

a.  desk  for  supervisor 

b .  2  work  tables   (4'    x   12') 

c.  12,    020  ibm  key  punching  machines 

d.  work  table   (3'    x   1  2'  ) 

e.  3,  056  ibm  verifying  machines 

4a)       Storage  Room,    including:  100  sq.   ft. 

A.      ADJUSTABLE   shelving   throughout 
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5)  Data  Processing  Room,    including: 

a.  desk  for  supervisor 

b.  2  work  tables  (4'   x  12') 

c.  ibm  407  tabulator 

d.  ibm  519  reproducer 

e.  ibm  high  speed  sorter 

f.  ibm  alphabetic  collator 

g.  ibm  10  1  statistical  sorter 
h.  ibm  577  interpreter 

i  .  ibm  088  high  speed  collator 

J  .    100  DATA  CARD  Fl  LES  (  1'7"   X  2*  4"   X  4'  8"  ) 

(40  Mass.  registration  original  files, 
io  Mass.  regi  strati  on  vi  olators  files, 
20  incident  cards,  10  arrest  cards,  2  paid 
police  deta1 l  cards,  4  police  journal 
entries,  2  acc i  dent  report  cards,  and  10 
extra  fl  les  for  expansion) 
Note  —  Mass.  regi  strati  on  origi  nal  files 

should  be  located  in  a  specially 

securable  area 


1,800    SQ.    FT. 


5a)         Storage  Room 

6)  Mailing  Room,    including: 

a.  mailing  machines 

b.  2  work  tables   (3'   x  8'  ) 

c.  envelope  storage  area 


150  SQ.  FT. 
400  SQ.  FT. 


7)         Microfi  lm  Room,    including: 

a.  microfilming  machine 

b.  microfilming  reader-printer 

c.  supply  closet 

d.  work  table  (4'  x  12') 

E.   FILES  (2'  X  2'  4"  X  4'  4"  ) 


300  SQ.  FT. 


8)         Police  Listing  Room,    including: 

a.  desk  for  supervisor 

b.  2  work  tables  (  4'   x  12') 

c.  13  storage  racks  for  resi  dent  cards 

( 1'    X    4'     X    8'  ) 
D.        SUPPLY    CLOSET 


650    SQ.    FT, 


8a)  Coat  and  Locker  Room,    including; 

a.  8  ft.   coat  bar 

b.  4  lockers  (2'    x  2'  ) 


80    SQ.    FT. 
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9)       Record  Storage  Room,    including: 

a.  100  ft.   wall  shelving  for  police  journals 

b.  100  ft.   wall  shelving  for  statistical  data 
tabulation  sheet  journals 

Total  Space  Required  -  Central  Records 

D.       Personnel:  present 

1)  Police 

a.  Unit  Commander  i 

b.  Supervising  Officers  2 

c.  Clerks   (copy  and  mailing  machine)  2 

d.  coding-programing  officers  s 

e.  Microfilming  o 
Total  Police   Personnel  10 

2)  Civilian 

a.  Key  Punch  Operators  7 

b.  Processing  Machine  Operators       2 

c.  Clerical  2 

d.  File  Clerks   (parking  violations)  12 


200   so.    FT. 


8,110    SQ.    FT. 
PROJ  ECTED 


16 


15 


Total  Civi li  an   Personnel 


23 


28 


Total  Personnel  -  Central  Records     33 


44 


ADMINISTRATION   HEADQUARTERS 
Bureau  of  Cri  mi  nal  Investi  gati  on 

Records  Bureau 

A. GENB8AU 

The    function  of  the  Records  Bureau  is  the  processing,    filing  and  dis- 
pensing   OF    ALU    CRIMINAL    RECORDS,    CORRESPONDENCE    AND  MATERI  AL    PERTAINING 

to  criminal  records  and  activity.     all  information  received  through  arrests 
correspondence,    teletype  and  telegrams  is  indexed  and  then  placed  on 
ei  ther  8'  '    x  8'  *    fi  le  cards  or  i  n  an  i  ndi  vi  dual's  cri  ml  nal  fl  le  by  corres- 
pondence clerks.      a   second  group  of  clerks  are  responsible   for  dispensing 
1  nformation  i  n  the   files.     this   includes  the  obtaining,    compi  li  ng  and  pre- 
paration of  information  for  court  presentation,    for  the  purpose  of  ob- 
taining licenses  or  permits  and  for  juror  clearance.      filing  clerks  are 
required  for  searching  and  replacing  i  nformati  on   in  the  files. 

Utilizing  the  same  clerical  room  but  maintaining  an   independent  file  room 
is  the  Fingerprint  Section.      This  section  receives,    files,   seariqh'e;§  and 

Bl  SPENSIS   COPIES   OF  Fl  NGERPRI  NT  S   AND    RELATED    INFORMATION,       WHEN    UNIDENTI- 
fied fingerprints  are  received  by  this  section  from  either  the  fl  ngerpri  nt 
laboratory  or  units  1  n  this  and  other  departments,    pol1  ce  offi cers  will 
classify  the  pri nts  prior  to  a  search. 

Provision  should  be  made  i  n  the  above  central  clerical  room  for  one  super- 
vi  sor  . 

The  Missing   Persons  Bureau  is  a  section  of  the  Records  Bureau  that  should 
be  provided  with  independent  facilities  adjacent  to  the  main  reception 
area.      the  function  of  this  section   includes:    the  filing  of  all  i  nformati  on 
regarding  missing  persons  reported  by  other  units  of  the  department  or 
other  outside  agencies;    the  interviewing  of  the  publi  c  to  obtai  n   inform- 
ation regarding  missing  persons;  and  the  di spensi  ng  of  descri  pt1  ve   inform- 
ation to  units  of  the  department  and  outside  agencies  to  assist  in  the 
location  of  missing  persons. 

The  Warrants  and  Summonses  Unit  should  also  be  provided  with  indepen- 
dent   FACILITIES    ADJACENT    TO  THE    MAIN    RECEPTION  AREA    OF    THE   RECORDS    BUREAU. 
THI  S    SECT1  ON    FUNCTI  ONS    AS    A    PROCESSI  NG    CENTER    FOR    ALL    WARRANTS    AND 
SUMMONSES    HANDLED    BY    THE    DEPARTMENT    OR    RECEI  VED  FROM    OUTSIDE    AGENCIES    TO 
BE    SERVED    BY    THE    DEPARTMENT.       PROCESSING  OF  WARRANTS    AND    SUMMONSES    IN- 
CLUDES:   THE.I  NDEX!  NG    OF    I  NFORMATI  ON   REGARDI  NG    WARRANTS;     THE   RECEI  VI  NG    OF 
WARRANTS  AND    SUMMONSES    AND    FORWARDING  TO  THE    PROPER  UNITS  OR  AGENC1  ES    FOR 
SERVICE',     THE    MAI  NTAI  NI  NG  OF  WARRANTS    FOR    PERSONS    BEING  HELD    BY    OTHER 
agencies;    AND   THE    HANDLING    OF   CORRESPONDENCE    RELATIVE    to   THE    ABOVE. 
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Rogues  Gallery  i  s  another  secti  on  of  the  Records  Bureau  that  should  be 
provided  with  independent  facilities  adjacent  to  the  main  reception  area. 
The  functions  of  this  section   include:      the  receiving,    filing  and  di  spen- 
sl  ng  of  cri  mi nal  photographs  and  accompanying  information  received  from 
this  and  other  departments;  and  the  searchi  ng  of  photographs  with  wit- 
nesses for  identi  fi  cation  purposes.     a  recent  improvement  in  the  latter 
function   included  the  projection  of  colored  slides  of  criminals.      this 
permits  an  atmosphere  conduc i  ve  to  an   intensive  search  of  more  des- 
criptive photographs.      there  may  be  up  to  twelve  witnesses  viewing 
slides  at  one  time. 

the  main  reception  area  for  the  records  bureau  should  accommodate 
approximately  twenty  people  on  the  average  day.      thi  s  lobby  should  be 
separated  from  the  central  clerical  room  of  the  records  bureau  by  a 
reception  counter.     the  counter  would  act  as  a  dispensing  counter  for 
the  Criminal  Record  Section  and  the  Fingerprint  Secti  on  and  as  a 
reception  control  point  from  which  all  visitors  could  be  di  rected  to 
other  sections  of  the  records  bureau. 

d i  rectly  adjacent  to  the  main  reception  area  should  be  the  offi  ce  for 
the  Unit  Commander  of  the  Records  Bureau.     He  is  responsible  for  both 
the  personnel  and  the  proper  and  effi  cient  operation  of  the  records 

Bureau. 

The  Duplicating  Unit  is  a  section  of  the  Records  Bureau  which  should 
be  located  in  general  proximity  to  the  bureau  but  not  necessarily 
adjacent  to  it.      the  function  of  the  dupli  cati  ng  uni  t  i  s  the  preparation 
and  printing  of  ci  rculars  containing  photographs,    fingerprints  and 
descriptive  information  of  persons  missing  or  wanted  for  criminal 
offenses.      this  section  also  prints  daily  manifolds,    warrant  mani- 
folds,  and  bulletins  and  circular  letters  for  various  uni ts  and 
divisions. 

Presently  the  Records  Bureau  is  staffed  enti  rely  by  poli ce  personnel. 
The  program  that  follows,    however,    provides  for  the  future  addition 
of  female  clerical  personnel. 
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Flow  Diagram: 


C .      Space   Requirements? 


2,200  SQ.    FT. 


Reception-Clerical  Room,    including; 
a.     i    desk  (Unit  Commander) 

B.  3    DESKS    (CORRESPONDENCE    CLERKS) 

C.  5    DESKS    (DISPENSING    CLERKS) 

D.  TABLE     (8'      X    8'  ) 

E.  2  REFERENCE  TABLES  (4*  X  12') 

F.  4  DESKS  (FINGERPRINT  SEARCHING  CLERKS) 

G.  3  DESKS  (  Fl  NGERPRINT  CLASS  I  FYI NG  CLERKS) 
H.  OFFICE  SUPPLY  CLOSET 

I  .   RECEPTION  AREA 

J.   RECEPTION  COUNTER  WITH  Fl  NGERPRINT  POSI  Tl  ON 
AND  EQU1  PMENT 


1a)       Coat  and  Locker  Room,  including: 
a.     22  lockers   (2'    x  2<  ) 
b  .     6  ft .   coat  bar 

1b)       Male   Employees1    Toilet,    including; 
a.     2  water  closets 
b  .     2   uri  nals 
c.     4   lavatories 


200    SQ.     FT. 


220    SQ.     FT. 
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1c)       Female   Employees'    Toilet,    including;  180  sq.    ft. 

A.  3  WATER  CLOSETS 

B.  3  LAVATORI ES 

Id)       Female  Employees-    Rest  Room,  including:  80  so.    ft. 

A.  TABLE    AND    2* CHAI RS 

B.  COUCH 

2)  Office  -  Unit  Commander,  including:  200  sq.  ft. 

a.  desk  and  3  side  chairs 

b.  3  ft.  counter  the  width  of  room  with  24  ft 
of  adjustable  shelvi  ng  above  and  4  standard 
fi  le  drawers  below 

c.  personal  coat  closet 

2a)       Lavatory,    including:  30  sq.   ft, 

a.  1    water  closet 

b .  1    lavatory 

3)  Records  Room,    including:  2,000  sq.ft. 

a.  120  standard  .4-drawer  files   (  1  '  6'  •   x  2'  6'  •    x  5') 

b.  24  index  card  cabinets   for  3x5  card 
(l'6"    X2'6"     X    5«  ) 

C.  22  CARD    FILING    CABINETS    FOR    8X8    CARDS 
(2'     X  2'  6'  '      X    4'  ) 

d.  2  tables   (2'    x  5'  ) 

4)  Fingerprint  File  Room,    including:  400  sq.   ft. 

a.  24  cabinets   (2'    x  2'  6"    x  4'  ) 

b.  2  tables  (3'    x  6'  ) 

5)  Missing   Persons  Office,    including:  640  sq.   ft. 

A.  4    DESKS 

B.  REFERENCE    TABLE     (3'     X  8'  ) 

C.  10   FI  LI  NG    CABINETS    (  1  '  6'  '     X  2'  4'  '      X    4'  ) 

D.  60   FT.     OF    ADJUSTABLE    WALL    SHELVING  FOR 
DI RECTORI  ES 

E.  OFFICE    SUPPLY    CLOSET 

F.  RECEPTION    AREA    WITH    4    CHAIRS    AND    COAT    RACK 

G.  INTERVIEW    ROOM    WITH    DESK    AND    4    CHAIRS 
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5a)       Coat  and  Locker  Room,    including:  60  sq.   ft. 

a.  4  ft.    coat  bar 

b.  4  lockers   (2'    x  2'  ) 

6)  Warrants  and  Summonses  Office,    including:  620  sq.   ft. 

A.       6  DESKS 

b  .  work  table    (3*   x   8'  ) 

c.  4,    4  x  6  card  fl  ling  cabi  nets   (  1  '  2'  '    x  2'  2'  '    x  4'  6'  '  ) 

d.  3,5x6  card  fi  ling  cabi  nets   (2'  10'  '    x  1  '  6'  '    x  4'  6'  '  ) 

e.  2  standard  4-drawer  cabinets   (  1  •  3"    x  2'  4'  '    x  4'' 6'  '  ) 

f.  office  supply  closet 

6a)       Coat  and  Locker  Room,    including:  80  sq.   ft. 

a.     4  ft.   coat  bar 
i,     6  lqckers  (2'  x  2'  ) 

7)  Witness  viewing  Room,    including:  400  sq.   ft. 

a.  table   (3'   x  8')    with  proj  ector 

b.  4  slide  storage  cabinets   (2'    x  4'    x  8'  ) 

C.        12    CHAI  RS 

d.     wall  screen 

8)  Rogues     Gallery,    including;  600  sq.   ft. 

A.       2  DESKS 

b.  reference  table   (4'    x   1 2"  ) 

c.  50  rogues  filing  cabinets  (7''    x  2'    x  4'6,?) 

d.  10,3x5  card  fi  li  ng  cabi  nets  (  1'  2'  'x  2'  1  '  •  x  4'6'  •) 

e.  6,    4  x  6  card  fi  ling  cabi  nets   (  1  '  6'  '    x  2'  4'  '    x  4'  6'  '  ) 
f„  6,4x8  card  fi  ling  cabi  nets   (  1 '  z<  '    x  2'  1'  '    x  4'  6'  '  ) 

g.  office  supply  closet 

h.     3  personal  coat  closets 

Total  Space   Required  -  Records  Bureau  7,910  sq.    ft. 

9)  Dupli  cating  Room,    including:  1,350  sq.    ft. 

A.  DESK 

B  .  2  COAT    CLOSETS 

C.  2MULTILITH    MACHINES 

D.  WORK    TABLE     (3'     X    6') 

E.  2  MIMEOGRAPH    MACHINES 

F.  WORK    TABLE     (3'     X    6') 

G.  ADDRESSOGRAPH    MACHINE 
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9a) 


H.      WORK    TABLE    (3'      X    6'  ) 

I.       CUTTING    MACHINE 

J.       WORK    TABLE     (3'      X    6'  ) 

k.     Darkroom   with   2   benches   (61    x   8' )  with  sink 
(shelves  above  and  cabinets  below),    negative 
drying   racks  and  copy  camera.      the   bellows 
and  lens   of  the  camera  proj  ects  outs1  de  of  the 
darkroom    on  a   3'    x  8"    table 

l.     retouchi  ng  table    (3'    x   6'  ) 

m.      vacuum  frame   (2'    x  6'  )  with  arc  lights 
Stock  and  Storage  Room  ,  includi  ng 

a.     adjustable  shelving  throughout 


150    SQ.     FT. 


9b)       Lavatory,    including 

a.  1   water  closet 

b .  1    lavatory 

C.        1     SHOWER 


80    SQ.     FT. 


Total  Space   Required  -   Duplicating  Room 


1 ,580  SQ.  FT. 


D,. 


Total  Space  Requi  red  -  Records  Bureau 


Personnel: 


9,490  SQ.     FT. 
PROJ  ected 


1)  Unit  Commander  of  Records  Bureau 

2)  Criminal  Records  Section 

a.     Supervisor 

b  „     Correspondence  Clerks 

c.  Dispensing  Clerks 

d.  Fi  li  ng  Clerks 


3)         fi  ngerprint  secti  on 

a.  Clerks 

b.  Classifying  Officers 


4)  Missing  Persons  Bureau 

a.  Unit  Commander 

b.  Clerks 

5)  Warrants  and  Summonses  Unit 

a.  Unit  Commander 

b.  Clerks 
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6)        Rogues  Gallery 

a.  Unit  Commander 

b.  Clerk 


present 
o 

i 


proj  ected 

0 
3 


7)        Dupli  cati  ng  Uni  t 


Total  Personnel  -  Records  Bureau 


21 


35 


ADMINISTRATIVE    HEADQUARTERS 


CENTRAL.  COMPLAINT 


GENERAL: 


The  Central  Complaint   Room  is  the  nerve  center  of  the   Police  Department. 
Its  essential  function  is  to  receive  and  record  every  complaint  or  request 
for  poll  ce  service,    and  to  dispatch  the   police  personnel  and  equipment  re- 
quired to  expedite  any  complai  nt  or  request. 

the  major  piece  of  equipment  required  to  perform  the  above  function   is 
'  *  the  central  complaint  desk1'  .     this  includes  a  si  xteen-posi  ti  on  desk  for 
receiving  operators,    a  large  electric  board  show1  ng  the  availability  of 
police  vehicles  and  a  glass  enclosed  dispatchers  booth.     an   incoming  call 
is   recei  ved  by  one   of  the  operators    and  all  vital   information   is  recorded 
on  an  IBM  Complaint  Message  Card.      The  operator  also  determines,  from 
his  i ndi vi  dual  street   index  and  the  availability  board,    which  vehicle 
should  be  dispatched.     the  card  is  then  sent  to  the  di  spatcher  vi a  con- 
veyor belt.     the  d 1  spatcher  relays  the  i  nformat! qn  on  the  card  tq  the   i  n= 
di  cated  vehicle   by   radio  and  then  indicates  on  the  avai  labi  lity  board  that 
the  vehicle  is  in  serv1  ce.      following   investigation  of  the  complaint,    the 
dispatched  vehicle  will  contact  the  dispatcher  either  requesting  assist- 
ance or  indicating  hi  s  avai  labi  li  ty  for  service.     the  complaint  message 
Card,    which   is  the  original  source  record  of  complaints  or  requests,    is 
sent  dai  ly  to  the  central  records  bureau  where   it  is  matched  wl  th  a  re- 
port card  from  the  i  nvesti  gat1  ng  offi  cer  and  the  di  vi  si  onal  log  and  jour- 
NAL. 

The  Central  Complaint  desk  should  be  a  straight-line  operation  terminated 
at  one  end  by  the  dispatchers  booth,    at  the  other  end  by  the  vehicle 
availability  board,    and  connected  by  a  strai  ght  desk  with  8  operator  posi- 
tions on  each  side.     adjacent  to  the  central  complaint  desk  should  be  an 
area  to  accommodate  additional  communication  equipment.      this   includes 
Western  Union,    state  and  local  teletypes,    TWX,    emergency  radios  and  the 

FIRE  ALARM  RECORDER.   THERE  SHOULD  ALSO  BE  A  LARGE  POLICE  SECTOR  MAP  OF 

THE  City  within  easy  view  of  THE  central  COM  PLAI  NT  operators. 

no  visitors  should  be  permitted  in  the  nerve  center  of  the  department. 
However,  the  public  should  be  allowed  and  encouraged  to  see  its  police 
department  i  n  acti  on  and  the  central  complai  nt  room  i  s  the  place  where 
the  speed  and  quality  and  police  service  are  most  obvious.  therefore, 
there  is  considerable  public  relations  value  in  locating  this  unit  adjacent 
to  the  main  reception  lobby  in  a  glass  enclosure  that  will  permit  public 
observati  on  of  the  unit  without  disturbing  the  ope rati  on . 
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Ths  Central  Complaint  Room  should  i  nclude  an  office  for  the  supervisor, 
dl  rectly  adjacent  to  central  complaint  should  be  the  main  telephone  equip- 
ment room,  headquarter'  s  switchboard  and  lockers  for  the  officers  of  the 
unit.  Central  complaint  is  one  of  the  units  to  whi  ch  disabled  police 
officers  are  assigned.  a  rest  room  should  be  provi  ded  to  accommodate  these 
officers  during  reli  ef  peri  ods . 

B  .   Flow  Di  agram  : 


^S^ 


Space   Requi  rements: 


Central  Complaint  Room,    including* 

a.  Operators  desk  (7'   x  30-  ) 

b.  dispatchers  booth  for  two  men 

c.  availability  board  (  6'   x  25') 

d.  large  sector  map  of  city  (6'    x  12') 

e.  communication  equipment 

f.  mi  ssi  ng  persons  index  (3'  x  4"  x  3'6'<8lgh) 

g.  stolen  vehicle  index  (3'  x  6'  x  3'  6"  high) 

h.  firearm  license  index  (3'  x  6'  x  3'6''  high) 
i.  office  (120  sq.  ft.)  1  desk,  2  chairs  and 
2  fi  le  drawers  for  personnel  records 


1 ,400    SQ.     FT. 


2)        Main  Switchboard  Room,    including 
a.     2,  4  positions  switchboards 


600    SQ.     FT. 


2a)        Coat  Room,    including: 

a.  6  ft.   coat  bar 

b.  6  ft.   bench 


60    SQ.     FT. 
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3)  Telephone  Equi  pment  Room 

4)  restroom,    including: 

a.     Table  seating   6  people 

B .  COUCH 

C.  3    UPHOLSTERED    chairs 
d.     magazine  table 

5)  Locker  Room,    including: 

a.  4  ft.   coat  bar 

b.  60  lockers   (  2'    x  2'  ) 

6)  Male  Employees-    Toilet,    including: 

a.  2  water  closets, 

b.  2  urinals 

c.  4  lavatori es 


1,200  SQ.    FT. 
200    SQ.FT. 


600    SQ.     FT. 


220    SQ.     FT. 


7)        Female  Employees'    Toi  let,    includi  ng 
a.     2  water  closets 
b  .     2  lavator i  es 


150    SQ.     FT. 


7a)         RESTROOM,     INCLUDING: 

A.  CHAIR  AND  TABLE 

B .  COUCH 


60  SQ.  FT. 


Total  Space   R'equi  red  -  Central  Complaint 
D.      Personnel:  present 


4,490    SQ.    FT. 
PROJ  ECTED 


1)        Police 

a.     Supervisor 
days 

1ST  HALF 
LAST  HALF 
RELI EF 


b.     Officers   in  Charge  of 
complai  nt  desk 

DAYS 
1ST  HALF 
LAST  HALF 
RELI EF 


ADMINISTRATIVE    HEADQUARTERS 


CENTRAL    COMPLAINT 


c.     Complaint  Desk  Operators 
days 

1ST  HALF 
LAST  HALF 
RELI EF 


PRESENT 

8 

7 

6 

1  1 


PROJ  ECTED 
8 

7 

6 

1  1 


d.  Dispatchers 
days 

1ST  HALF 
LAST  HALF 
RELI EF 


e.     Clerks 

DAYS 


f.     Teletype  and  TWX  Operators 
days 

1ST  HALF 
LAST  HALF 
RELI EF 


Total  Poli ce  Personnel 


57 


61 


2)       Civilian 

a.     Telephone  Switchboard  Operators 

Days  a 

1ST  HALF  2 

LAST  HALF  1 

RELI EF  4 


Total  Civilian   Personnel 


II 


11 


BUREAU  OF  CRIMINAL   INVESTIGATION 


BUREAU    OF  CRIMINAL   INVESTIGATION 


The  Bureau  of  Cri  minal  Investigation  is  that  segment  of  the  Boston  Police 
Department  primarily  responsible  for  solving,  deterring  and  preventing  all 
crime  within  the  city  limits.     violations  of  parking  and  motor  vehicle 
laws  are  the  only  excepti  on  to  the  above.     these  are  the  responsibility  of 
the  Traffic  Division.     The  Bureau  cooperates  with  all  other  law  enforce- 
ment   AGENCIES    THROUGH    THE    COUNTRY. 

the  bcl  is  differentiated  from  the  solely  administrative-supervisory  units 
of  headquarters  by  the  addition  of  actual  policing  functions.      these  are 
performed  by  both  specialized  detective  squads  and  by  scientific  crime 
laboratory  units.      the  activity  and  implications  of  actual  policing  func- 
tions,   which   include  witness  and   prisoner  detention  and   interrogation, 
create  an  atmosphere   inconsistent  with  that  required  for  administrative 
functions  of  the  police  department.      therefore,  faci  li  tl  es  for  bci  should 
be  isolated  from  the  admin1  strati  ve  headquarter  facilities,    similar  to  the 
isolation  of  the  consolidated     division  responsible  for  the  downtown  area. 

The  reception  lobbies  of  bothBCI  and  the  downtown  division  should  have 
direct  access  from  the  main  public  lobby  of  the  new  building.     bci  should 
further  be  linked  with  its     criminal  records  bureau  whi  ch  has  been  located 
in  the  adm1  ni  strati  ve  headquarters  area.      this  link  can  be  accomplished  by 
a  pneumatic  tube  system  or  some  other  m ec hani  cal  device. 

The    functioning    OF   BCI    IS    ONE  SEGMENT  OF  POLICE    work   WHICH    1  S  OF  CONSl  DER- 

able  interest  to  the  public.  through  observation  of  i  ts  functi  oni  ng  the 
public  can  be  gi  ven  a  clear  picture  of  the  scientific  and  orderly  approach 
used  in  the  solution  of  crime.   therefore,  all  areas  of  the  uni  t  should  be 
designed  to  accommodate  public  educati  on  through  guided  tours  whi  ch  do  not 
disrupt  the  operations  of  the  respective  units. 

Descriptions  of  the  functions  and  activities  of  theBCI  are  included  i  n  the 
program  that  follows.  the  program  i  s  composed  of.* 

A.  Administrative  Area 

B.  Common  Facilities  and  Prisoner  Area 
C  .      Detecti  ve  Squad  Area 

D.     Laboratory     Area 

The   Prisoner  Area  is  supervised  by  the  Administrative  Staff  and  mutually 
utilized  by  all  of  the  detective  squads.     Functional  descri  pti  ons  are  in- 
cluded   IN    THE    RESPECTIVE    PROGRAMS    FOR    THE    ABOVE    AREAS. 


BUREAU    OF  CRIMINAL   INVESTIGATION 


The  equipment  included  under  the  I  ndivi  dual  rooms  of  the  following  pro- 
gram HAS  BEEN  PROVIDED  TO  FACILITATE  PLANNING.   EQUIPMENT  OTHER  THAN 
THAT  WHICH  SI  GNI  FI  CANTLY  DETERMI  NES  THE  FUNCTI  ONING  OF  AN  AREA  HAS  BEEN 
OMITTED.   ALL  SIZES  INDICATED  ARE  APPROXIMATE  AND  SHOULD  BE  SPECI FI CALLY 
DETERMINED  DURING  THE  DEVELOPMENT  OF  ARCHITECTURAL  PLANS.   SPECIAL  POWER 
SUPPLIES,  UTI LI  Tl  ES  AND  STRUCTURAL  REQUIREMENTS  SHOULD  ALSO  BE  DETERMI NED 
DURING  THE  DEVELOPMENT  OF  ARCHITECTURAL  PLANS. 


BUREAU  OF  CRIMINAL  INVESTIGATI  ON 


FLOW  Dl  AGRAM 


ADMI  Nl  STRATI  VE 
HEADQUARTERS 


► 


POLICE     PRISONER    WAGON 
ENTRANCE      AND       PARKING 


KEY 


^i^                POLI  CE     OFFICERS' 

ENTRANCE 

A. 

ADMINISTRATIVE        AREA 

A 

B. 

PR1 SONER        AREA    f 

WW                  MAI  N     LOBBY 

C. 

DETECTI VE        SQUAD       AREA 

D. 

LABORATORY        AREA 

<^^B^        PUBLIC     ENTRANCE 

C1 

CON.     DIV.     PRISONER        AREA 

NOTE     THE  ENCLOSED  PARKING  AREA  FOR  DEPARTMENT  CARS  IS  NOT  SHOWN.   IT 
~~^— ""^   SHOULD  HAVE  Dl  RECT  ACCESS  TO  THE  MAI  N  LOBBY  AND  THE  ADMIN1  STRATI  VE 
AREA  OF  THE  BUREAU  OF  CR1M1  NAL  INVESTIGATION. 


BUREAU    OF  CRIMINAL   INVESTIGATION 

CONDENSED    SPACE  REQUI  REMENTS 


Admi  ni  strati  ve  Area 
i)     BCI    Public   Lobby 

2)  Reception  -  Clerical  Room 

3)  Office  -  Unit  Commander 

4)  Office  -  Officer-i  n-charge,  BCI 


930  sq.  ft. 

850    SQ.  FT. 

350    SQ.  FT. 

250    SQ.  FT. 


Total 
Common   Facilities  and  Prisoner  Area 
O      Prisoner   Lobby 

2)  Evi  dence  Storage  Room 

3)  Legal  Booki  ng   Room 

4)  Descriptive  Booking  Room 

5)  Detention   Facilities 

6)  Polygraph  Room 

7)  Interrogati  on  Room 

8)  Vi  ewing  Room 

9)  Witness  Waiting  Room 
io)     Audi  tori  um 

Note-Included  under  the 

Consolidated  Division 


(SEE  NOTE) 


2,380  SQ.  FT. 

810  SQ.  FT. 

250  SQ.  FT. 

80  SQ.  FT. 

750  SQ.  FT. 

SQ.  FT. 

230  SQ.  FT. 

200  SQ.  FT. 

240  SQ.  FT, 

800  SQ.  FT. 

2,000  SQ.  FT. 


Total 
detect!  ve  squad  area 
i)     General  Faci  Li  ties 

2)  Homi  ci  de  Squad 

3)  Vice  and  Narcotics  Squad 

4)  Robbery  and  Gaming  Squad 

5)  General  Squad  Room 

6)  Auto  Squad 

7)  Pawn  Shop  Squad 


5,360  SQ.  FT. 

3,200  SQ.  FT. 

1 ,360  SQ.  FT. 

1,520  SQ.  FT. 

1 ,560  SQ.  FT. 

1,510  SQ.  FT. 

700  SQ.  FT. 

800  SQ.  FT. 


Total 
Laboratory  Area 
i)     Crime  Laboratory 

2)  Photography  Laboratory 

3)  Drafti  ng  Room 

4)  Fingerprint  Laboratory 

5)  Balli  stic  Laboratory 


10,650  SQ.  FT. 

2,980  SQ.  FT. 

3,680  SQ.  FT. 

280  SQ.  FT. 

1,720  SQ.  FT. 

2, 100  SQ.  FT. 


Total 


10,760  SQ.  FT. 


BUREAU  OF  CRIMINAL  I  NVESTIGATI  ON 


CONDENSED    SPACE    REQUI  REMENTS 


Totals  -         A.  Administrative  Area 

B.  Common   Facilities  and   Prisoner  Area 

C  .  Detective   Squad  Area 

D  .  Laboratory  Area 


2,380  so.  FT. 

5,360  SQ.  FT. 

10,650  SQ.  FT. 

10,760  SQ.  FT. 


Total 

Circulation  at  25  percent 


29, 150    SQ.    FT. 
7,290    SQ.    FT. 


Total  Space  Required  -Bureau  of  Criminal 
Investi  gati  on 


36,440  sq.   ft. 


BUREAU  OF  CRIMINAL  INVESTIGATION 


VEHl CLE    REQUl  REMENTS 


A.  ABMINI  STRATI  VE   AREA  2 

B.  Common  Faci  li  ties  and  Prisoner  Area  o 

C.  Detective  Squad  Area 

i.      General  Facilities       '  o 

2.  Homicide  Squad  2 

3.  Vice  and   Narcotics   Squad  4 

4.  Robbery  and  Gaming   Squad  7 

5.  General  Squads  6 

6.  Auto  Squad  1 

7.  Pawn  Shop  Squad  0 

D.  Laboratory  Area 

1 .  Cri  me  Laboratory  2 

2.  Photography  Laboratory  2 

3.  Drafting  Room  0 

4.  Fingerprint  Laboratory  2 

5.  Ballistics  Laboratory  1 


Total  Vehicles  29 


ADMINISTRATIVE  AREA 


BUREAU    OF  CRIMINAL    INVESTIGATION 


ADMI  NI  STRATI  VE  AREA 


a.   general; 

The  administrative-supervisory  staff  in  this  area  is  responsi  ble  for 
solving,  deterring  and  preventing  all  crime  within  the  clty  limits.  this 
is  generally  accomplished  through  coordination  and  direction  of  special- 
ized detective  squads  and  all  divisional  detective  unit.  communication 
with  divisional  units  is  both  direct  and  through  the  bci  detective  squads 
whose  responsibility  encompasses  all  divisions. 

This  staff  is  also  responsible  for  the  functi  ons  of  the  laboratory  units 
and  i  ts  Criminal  Record  Bureau  located  in  the  Admi  ni  strati  ve  Headquarters 
Area.   The  Bureau  cooperates  with  all  other  law  enforcement  agencies 
throughout  the  country. 

The  Admi  ni  strati  ve  Area  i  s  the  control  point  for  all  BCI  units.   The  main 
lobby  I  s  the  reception  and  control  poi  NT  for  all  publi  c  entrance  to  the 
BUREAU.  It  should  accommodate  the  formation  of  guided  public  tours  and 

HAVE  A  POLICE  DISPLAY  BY  WHICH  FUNCTIONS  OF  BCI  CAN  BE  EXPLAI  NED  PRIOR  TO 
THE  ACTUAL  TOURS.   A  RECEPTION  COUNTER  I  S  ALL  THAT  SHOULD  SEPARATE  THE 
LOBBY  FROM  THE  CLERICAL  SPACE  FOR  THE  ADMINISTRATIVE  STAFF.   ONE  OF  THE 
CLERICAL  STAFF  WILL  DOUBLE  AS  RECEPTIONIST.   OTHER  POLICE  OFFICERS  IN  THE 
CLERICAL  SPACE  WILL  SUPERVI  SE  THE  COMMON  PRISONER  FACILITIES.   THIS  IN- 
CLUDES THE  RECEIVING,  RECORDING  AND  STORAGE  OF  CRIMI NAL  EVIDENCE  AND  THE 
LEGAL  AND  IDESCRTPTIVE:  BOOKI  NG  -OF  PRI  SONERS.   THEREFORE,  THE  COMMON  PRISONER 
FACILITIES  SHOULD  BE  LOCATED  IN  CLOSE  PROXIMITY  TO  THE  ADMINISTRATIVE  AREA 
BUT  ACCOUSTI  CALLY  AND  VISUALLY  ISOLATED. 

The  clerical  staff  wi  ll  use  the  general  locker  room  and  washroom  I  n  the 

SQUAD  AREA. 

B  .   Flow  Di  agram  : 


.TO  PRISONER  AREA  (LEGAL  AND  DESCRIP- 
TIVE BOOKI NG  AND  EVI DENCE  STORAGE 
ROOMS 

.TO  SQUAD  AREA,  LABORATORY 

AREA,     AUDITORIUM,     WITNESS    WAITING 

ROOM    AND  PRISONER    LOBBY 


ENTRANCE 
.MAIN    HEADQUARTERS    LOBBY 


BUREAU    OF   CRIMINAL    INVESTIGATION 


ADMINISTRATIVE    AREA 


C.     Space  Requirements: 

1)  Main   Lobby,    including:  750  sq.  ft. 

a.     waiting  area  with   6  chairs,    coat  rack 

and  magazi ne  table 
b  .     poli ce  di  splay 
c.     open  coat  closet  or  racks 

1a)      Public  Men's   Toilet,    including:  80  sq.  ft. 

a.      1    water  closet 

B  .   1  UR1  NAL 

C.   2  LAVATORI ES 

1b)   PUBLI  C  WOMEN'  S  TOILET,  INCLUDING:  100  SQ .  FT. 

a.  2  water  closets 

b.  2  lavatori es 

2)  Reception-  Clerical  Room,    including:  750  sq.  ft. 

a.  reception  counter 

b.  5  desks  (clerks) 

c.  3'   x  6'    work  table 

d.  teletype  and  radio 

e  .     4  standard  fi  li  ng  cabinets  (  1  •  3'  '   x  2'  4'  '    x  4'  4'  '  ) 

2a)     Record  Storage  Vault,    including  :  100  sq„  ft. 

a.  12  standard  fi  li  ng  cabi  nets  (  1  '  3'  '  x2'  4'  '  x4'  4'  ' ) 

b.  1     micro-film  filing  cabinet 

3)  Office-  BCI   Unit  Commander,    including:  320  sq.  ft. 

A.  DESK   AND    3  SIDE    CHAIRS 

B.  3    LOUNGE    CHAIRS    AND    MAGAZINE    TABLE 

C.  3'     COUNTER    WIDTH    OF    ROOM    WITH    8    STANDARD 
FILE    DRAWERS    UNDER    AND    ADJUSTABLE    SHELVING 
ABOVE 

d.  personal  coat  closet 

3a)  Lavatory,  including  :  30  sq.  ft. 

a.  1  water  closet 

b .  1  lavatory 


BUREAU    OF   CRIMINAL    INVESTIGATION 


ADMINISTRATIVE    AREA 


4)     Office-  Officer  in  Charge  BCI,    including: 

A.  DESK  AND  3  SIDE  CHAIRS 

B.  3  FT.  COUNTER  THE  WIDTH  OF  ROOM  WITH 
ADJUSTABLE  SHELVES  ABOVE,  FILE  DRAWERS  BELOW 

C.  PERSONAL  COAT  CLOSET 


220    SQ.   FT. 


4a)      Lavatory,    including 

a.  1  water  closet 

b .  1  lavatory 


30  SQ.  FT. 


Total  Space  Required  -  Administrative  Area 


2,380     SQ.     FT. 


Personnel: 


proj  ECTED 


1)  BCI   Unit  Commander 

2)  BCI  Officer  i  n  Charge 

Days 
1st   HALF 
LAST    HALF 
RELI EF 


3) 


Clerks 

days 
1st  half 
last  half 

RELI EF 


4)  Stenographers 


Total  Personnel  -  Administrative  Area  U 


Vehi  cles 


17 
2 


COMMON    FACILITIES   AND    PRISONER   AREA 


BUREAU    OF  CRIMINAL   INVESTIGATION 


COMMON    FACILITIES    AND    PRISONER    AREA 


A.  General: 

The  common  faci  LI  ti  es  that  follow  are  mutually  used  by  all  squads  and 
detectives  of  the  bci  .  with  the  exception  of  the  auditorium  and  the 
witness  waiting  and  viewing  room,  the  rema1  ni  ng  faci  li  ti  es  are  used  in 
the  processi  ng  of  prisoners  and  are  referred  to  as  the  '  '  pri  soner  area'  '  . 
the  administrative  staff  and  the  squad  rooms  should  have  direct  access 
to  a  prisoner's  lobby  and  thereby  to  the  entire  prisoner  area.   this 
area  should  be  phys1 cally,  visually  and  accousti  cally  isolated  from  all 
remaining  areas  of  headquarters.  it  is  an  area  beyond  which  no  prisoners 
penetrate.  the  auditorium  and  witness  waiting  room  should  be  approached 
from  the  mai  n  bci  lobby. 

the  vehicular  access  to  the  prisoner  area  should  also  be  separated  from 
the  vehicular  access  to  other  areas  of  headquarters.  however,  this 
access,  along  with  the  detenti on  faci  li  ti es  (cell  block)  should  be  mutually 
used  with  the  consolidated  downtown  division. 

Functional  descriptions  accompany  the  space  requi  rements  for  the  respective 
room  of  the  Prisoner  Area  and  Common  Facilities. 


Flow  Di  agram  : 


1 -ENTRANCE,      MAIN    BCI      LOBBY 


<ir^X,  2- 


2-  ENTRANCE, PRI  SONER  LOBBY 
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COMMON     FAC1  LI  TI  ES    AND    PRISONER    AREA 


Z.      Space  Requirements: 

1)  Prisoner  Lobby  750  sq.  ft. 

The  Pri  soner  Lobby  i  s  to  be  the  entrance  and 
control  poi  nt  for  all  pri soners  that  are 
brought  to  headquarters .   extra  large  doors 
should  be  provi ded  throughout  the  lobby  to 
facilitate  the  transfer  of  prisoners  from  the 
police  wagons  to  the  lobby  and  then  to  the 
adjacent  booking,  detenti  on  and  interrogation 
rooms.   Evidence  is  also  brought  through  the 
Pri soner  Lobby  for  storage.   The  lobby  should 
contain  only  a  prisoners'  bench  and  a  drinking 

FOUNTA1  N . 

Ia)     Lavatory,    including:  60  sq.  ft. 

a.     1    water  closet 

B.        1     URINAL 

c .     1    lavatory 

2)  Evidence  Storage  Room  250  sq.  ft. 

This  room   is  to  accommodate  cri  mi  nal  evidence 
secured  relat] ve  to  crimes  under  i  nvesti gati  on 
by  squads  of  the  bci  .     evidence  is  checked,    re- 
corded and  secured   in  thi  s   room   by  poli  ce 
officers  of  the  administrative-clerical  staff. 
This  part  of  their  position  is  performed  under 
the  res.'onsi  bi  li  ty  of  the   property  clerk.      items 
of  criminal  evidence   range  from  small  personal 
items  to  large  dice  tables,    etc.   obtained  in  a 
gambli  ng  raid.     these   items  will  be  deli  vered 
through  the  prisoner  lobby,    stored  for  a  short 
ti  me  and  then  transported  to  the  property  ware- 
HOUSE by  the   Property  Court.     When  a  large 
amount  of  space  is  required,    the  items  may  be 
taken  directly  to  the  warehouse.     approximately 
50,  2'   x2'   x  2'   lockers  should  be  provi  ded  i  n  this 
room.      Security  of  the  room   is  of  prime 
i  mportance. 


BUREAU    OF  CRIMINAL    INVESTIGATION 

COMMON     FACILITIES    AND     PRISONER    AREA 

3)  Legal.  Booking  Room  80  so.  ft. 

This   room   is   used  for  the  official  arrest 
booking  of   prisoners.      this   function   is   per- 
formed by   police  officers   of  the  administrative- 
clerical  staff.      the  room  should  be  separated 
from   the  Prisoner   Lobby  by  a  grille.     It  should 
contain  a   3  ft.    by   8"  ft.   counter  directly  under 
the  grille  to  hold  a  police  arrest  book.     there 
should  be  storage  space  under  the  counter  for 
envelopes   to  contai  n   the  personal   i tems  taken 
from   prisoners.     these  envelopes  are  then 
secured  i  n  the  evi  dence  storage  room  pendi  ng 
release  or  transfer  of  the  prisoner. 

4)  Descriptive  Booking  Room  750  sq.  ft. 

The  Descri  pti  ve  Books  ng'  Room  i  s  an  area  where 
a  prisoner   is  taken  following  his  legal  booking 
for  the  purpose  of  obtai ni  ng  fingerpri nts  and 
other  descriptive  i  nformati  on  and  for  photograph- 
i  ng  a  "mug  shot''.      this   information  i  s  then 
placed  on  a  card  and  sent  to  the  records  bureau 
for  veri fi cation  of  the   identity  of  the  prisoner 
and  for   further   i  nformati on  regardi ng  a  previ ous 
cri  mi  nal  record.      any   past   information   regarding 
the  prisoner    is  relayed  from  the  records  bureau 
to  the  officer   investigating  the  case  either  by 
telephone  or  by  delivery  of  the  record. 

Often  there  are  a  large  number  of  prisoners 
undergoing  the  descriptive  booking  process  at 
the  same  time.      therefore,    some  method  such  as  a 
vacuum  tube  system  should  be   included  to  expedi  te 
the  transfer  of  the  descriptive  i  nformati  on  to  the 
records  bureau, thereby  permitting  a  continuous 
search  of  the  fi  les  and  more  rapid  return  of  addi- 
tional information  to  the  investigating  officer. 
During  the  peak  prisoner  periods  there  might  be 
three  officers   fingerprinting,    one  officer   photo- 
graphi  ng  and  two  clerks  recordi  ng  descri  pti  ve  i  n- 
formati  on. 


BUREAU  OF  CRIMINAL  INVESTI  GATI  ON 
common   facilities  and   prisoner  area 

thi  s  room  should   include: 

a.  2   fi  ngerprint  tables   (5'   x  5'  ) 

b.  camera  with   stand-up  photo  background 
and  chai  r 

c.  scale  and  height  measure 

d.  2  desks  with  side  chairs 

e.  prisoners'    bench 

f.  office  supply  closet 

5)  Detention  Facilities  (see  note)  sq.  ft. 

BCI  WILL  utilize  the   same   detention  facilities 

THAT    ARE    USED    BY    THE    CONSOLIDATED    DOWNTOWN 

Division.      The  BCI    Prisoner   Lobby  should 

CONNECT    DIRECTLY    TO    THOSE    FACILITIES    WHICH 

include   12  cells,    4  of  whi  ch  are  individually 
i solated. 

Note  -  Descriptions  and  space  requirements  for 
these  faci li ti es  are  included  under  the 
Consolidated  Division. 

6)  Polygraph-I  nterrogation  Room  230  sq.  ft. 

This  room   is  used  for  the   interrogation  of 
prisoners  with  or  wi thout  the  assistance  of 
lie  detection  equipment.      the  room  should 
have   direct  access  from   the  prisoner  lobby  and 
be  adjacent  and  connected  to  a  vi  ewi  ng  room.     it 
should  be"  bugged"    with  a  tape  recorder  and 
contain  a  "one-way  mirror"    permitting  observation 
of  the  interrogation  from  the  viewing  room.     the 
room  should  i nclude: 

a.  interrogator's  desk 

b.  table   (3'    x  8'  )    for  polygraph  machine 

c.  4  chairs  and  a  coat  rack 

7)  Interrogation  Room  200  sq.  ft. 

This  room  is  used  for  the  interrogation  of 
prisoners.  The  room  should  be  the  same  as 
no.    6  with  the  elimination  of  the  polygraph 

MACHINE. 

8)  Viewing  Room  240  sq.  ft. 

This  room   is  used  to  observe  the  interrogation 
of  prisoners  without  the  prisoners'    knowledge. 
This   is  accomplished  through  a  "one-way  mirror"  . 
The  room  i  s  further  used  to  take  statements 
from  witnesses.     it  should  connect  directly  to 


SUREAU    OF  CRIMINAL   INVESTIGATION 


COMMON     FACILITIES    AND    PRISONER    AREA 


THE  Wl  TNESS    WAI  TI  NG    ROOM  AND    TO  BOTH 
INTERROGATION    ROOMS.         THE     ROOM     SHOULD 
BE     "  EUGGED'  '      WITH    A    TAPE    RECORDER    AND 
SHOULD    I NCLUDE 

A.  DESK    FOR    OFFICER    IN    CHARGE 

B.  DESK  FOR  STENOGRAPHER 

C.  4  SI DE  CHAI RS 

9)  Witness  Waiting  Room  S00  sq.  ft. 

This  room  is  used  princi  pally  when  a  large 
number  of  wl  tnesses  are  apprehended  follow- 
i  ng  a  crime.   the  approach  to  the  room  should  be 
from  the  mai  n  bci  lobby  rather  than  the  pri  soner 
lobby.   the  room  should  contain  a  general  wai  t- 
i  ng  area  of  a  lounge  character  and  six,  three 
quarter  height  partitioned  cubicles  (8'  x  8'  )  for 
the  separation  of  witnesses.   the  lounge  area 
should  i nclude 
a.  8  upholstered  chairs 

B.   1  DESK 

c.  1  magazine  table 

d.  2  coat  racks. 

Each  cubicle  should  contai  n  two  comfortable 
chairs  and  a  small  table.   the  witnesses  are 
taken  to  the  vl  ewi  ng  room  ei  ther  to  record 
statements  or  to  observe  interrogation.  each 
cubicle  and  the  lounge  should  also  be  '  '  bugged'  ' 
with  a  tape  recorder. 

10)  Auditorium  2,000  so.  ft. 

The  Audi  tori  um  i  s  used  for  four  separate 
functions-,  first,  is  for  witnesses  to  view 
the  line-up.   in  this  process  a  minimum 
group  of  7  pri soners  i  s  brought  onto  a  plat- 
form and  each  one  requested  to  briefly  i  dentify 
himself.  the  witness  i  s  then  to  pick  from  the 
group  the  pri  soner  he  observed  commi  tti  ng  the 
relative  crime,  etc.  the  platform  should  con- 
tain a  background  height  table.   there  should 
be  a  movable  parti ti on  in  front  of  the  plat- 
form ,  contai  ni  ng  a  "one  way  mirror'1  so  that 
wl  tnesses"  may  i  denti  fy  a  prisoner  without  con- 
fronti  ng  him.  a  desk  should  also  be  provided 
i  n  front  of  the  pri soners'  platform  for  the 
officer  in  charge  of  the  line-up. 


BUREAU    OF  CRIMINAL   INVESTIGATION 


COMMON     FACILITIES    AND    PRISONER    AREA 


The  ■  '  Show-up'  ■  is  the  second  basic  function  of  the 
Auditorium.   Each  morning  all  pri  soners  suspected 
of  more  serious  crimes  are  brought  onto  the  pri- 
soners' platform  and  bri  efly  i  nterrogated  by  the 
officer  in  charge.   the  object  of  this  viewing  and 
interrogation  is  to  fam 1  li  ari  ze  officers  of  this 
and  other  departments  with  the  arrested  prisoners. 
The  Auditorium  should  accommodate  150  officers  for 
this  event. 

The  platform  for  both  of  the  above  functi ons  should 
hold  12  prisoners,  be  well  lighted  and  have  room 
for  the  prisoners  to  step  forward  to  a  microphone. 
There  should  be  di  rect  access  from  the  pri soner 
detention  facilities  to  the  li ne-up  platform  in  the 
Auditorium.  Police  officers  should  enter  a  sloping 
seating  area  from  the  main  lobby  of  bci  . 

The  Auditorium  further  facilitates  the  directing 
and  lecturing  of  large  numbers  of  police  officers 
and  the  accommodation  of  large  citizen  groups  seek- 
ing i  nformati  on  or  voicing  complaints. 

The  Audi  tori  um  should  1  nclude- 

a.  150  seats  (banked) 

b.  line-up  platform    (8'   x  30')    with  background 
of  horizontal  height  indicators 

c.  desk  for  Officer  in  Charge 

Total  Space  Required  -  Common  Facilities  and 

Prisoner  Area  5,360  sq.   ft. 


SQUAD   AREA 


BUREAU    OF   CRIMINAL    INVESTIGATION 


SQUAD    AREA 


The   Squad  Area   includes  faci  i_i  ti  es  for  : 

a.  Homicide   Squad 

b.  Vice  and   Narcotics  Squad 

c.  Robbery  and  Gaming  Squad 

d.  General  Squads 

e.  Pawn  Shop  Squad 

f.  Auto  Squad 

Functional  descriptions  and  space  requirements  are  individually  listed 
for  the  respective  units.  general  facilities  including  a  locker  room 
and  washroom   should  be   provided  for  the   offi  cers  of  all  squads. 


Space   Requi  rements  (General   Facilities) 

1)     Locker  Room,    including 

a.      180  clothes  lockers   (2'    x  2') 


2,400    SQ.     FT, 


2)     Washroom,   including 

a.  s  water  closets 

b.  4   uri nals 

c.  10  lavatori es 

d.  4   showers 


800    SQ.     FT. 


Total  Space  Required  -  General  Facilities 


3,200    SQ.    FT, 


BUREAU    OF  CRIMINAL   INVESTIGATION 


HOMICI DE  SQUAD 


General: 


1  he  primary  function  of  this  unit  is  to  investigate  alu  homicide  cases 
and  to  i  nterrogate  persons  who  are  i  nvolved  or  who  have  knowledge  of 
crimes  of  murder,  manslaughter,  abortion  and  other  vi olent  crimes.   the 
experience,  skill  and  finesse  required  to  perform  the  above  funct1  on  makes 
this  one  of  the  elite  squads  of  the  department. 

When  one  of  the  more  serious  crimes  listed  above  is  committed,  the 
Homi  cide  Squad  will  move  in  to  i  nvesti  gate  the  case.  The  initial  steps 
i  nclude:  the  coordl  nati  on  of  the  efforts  and  the  di  rection  of  di  vi  si  onal 
detectives  who  may  have  appeared  at  the  scene  prior  to  the  homicide 
squad;  the  direction  of  the  laboratory  units  to  record  the  scene  and 
secure  evidence;  and  the  apprehension  and  interrogation  of  witnesses  and 
suspects.  The  latter  phase  is  usually  performed  at  Headquarters  and 
SHOULD  Si  fsRQVS  BED  FQn   WITH  COMFORTING  AND  RELAX!  N@  PASS  LIT!  SS  THAT  PRE= 
PARE  THE  SUSPECT  FOR  A  PSYCHOLOGICALLY  DIRECTED  INTERROGATION.   THESE 
SAME  FACILITIES  WILL  BE  UTI  LI  ZED  BY  ALL  THE  SQUADS  OF  THEBCI. 

THE  WAITING  AREA  IN  THE  CLERICAL-RECEPTION  ROOM  SHOULD  BE  ISOLATED  FROM 
THE  GENERAL  OFFICE  AREA  BY  A  COUNTER  TO  PREVENT  PEOPLE  FROM  OBSERVING  THE 
RECORDING  OF  STATEMENTS  BY  THE  STENOGRAPHERS.   THE  DETECTIVES'  ROOM 
SERVES  THE  DUAL  PURPOSE  OF  AN  OFFICE  FOR  THE  DETECTIVES  OF  THE  UNIT  AND  A 
CONFERENCE  ROOM  IN  WHICH  UNIT  AND  DIVISIONAL  DETECTIVES  WORKING  ON  A 
SPECIFIC  CASE  CAN  BE  BRIEFED  AND  DIRECTED  AND  COORDINATE  INFORMATION. 

B  .   Flow  Di  agram  : 


BUREAU    OF   CRIMINAL    INVESTIGATION 

HOMICIDE    SQUAD 

C.      Space  Requirements: 

1)  Clerical-Reception,   including:  500  sq.  ft. 

a.     4  cleri  cal  desks 

B.  OFFICE  SUPPLY  CLOSET 

C.  RECEPTION  AREA  WITH  4  CHAIRS  AND  COAT  RACK 

D.  RECEPTION  COUNTER  SEPARATING  WAITING  AREA 
FROM  CLERICAL  AREA  WITH  12  FILING  DRAWERS 
BELOW 

1b)     Coat  Room,    including:  50  sq.  ft. 

a.     2,  6'   coat  bars 

2)  Office-  Commanding  Offi  cer,    including:  180  sq.  ft. 

a.  desk  and  3  side  chairs 

3.  4  standard  fl  le  drawers 

c.  24  ft.   adjustable  wall  shelving 

d.  si  de  table 

e.  personal  coat  closet 

2a)  Lavatory,  including:  30  sq.  ft. 

a.  1    water  closet 

b .  1    lavatory 

3)  Detective's  Office  and  Conference  Room,    including:      600  sq.  ft. 

a.  reference  table   (6'   x  15")    with  8  chairs 

b.  3  ft.  counter  the  wi  dth  of  the  room  with 
adjustable  shelves  above  and  8,  2-drawer 
fi  les  below 

c.  large  city  wall  map 

Total  Space  Required  -  Homi  cide  Squad  1,360  sq.ft. 

d.      personnel:  present  proj  ected 

a.  Unit  Commander  1  i 

b.  Detective-Investigators  4  8 

c.  Stenographers  3  3 

Total  Personnel  -  Homi  cide  Squad       8  12 

E.   Vehicles:  ■        1  2 


BUREAU  OF  CRIMI  NAL  I  NVEST1  GATI  ON 


VICE  AND     NARCOTICS       SQUAD 


A  . GENERAL; 

The  primary  function  of  the  Vice  and  Narcotics  Squad  i  s  the  investigation 
and  prosecuti  on  of  persons  who  commi  t  crimes  against  chastity,    morality, 
decency  and  good  order.      this   includes   persons   involved   in  the  unlawful 
sale,    distribution  and  use  of  narcotic  drugs  and  their  derivitives,    and 
the  i  mporti  ng,    printing,    publishing,    selling,    distributing  or  exhibiting 
obscene   or   impure   literature,    photographs,    etc.     this  unit  cooperates 
with   federal  agencies   i  n  the   investigation  of   interstate   prostitution, 
narcotic,    and  obscene  literature  activity. 

This  unit  requires   independent   interrogation  and  toilet  facilities  to 
accommodate  the  frequent  i  nvesti  gati  on  and   i  nterrogation  of  physi  cally 
and  morally  si  ck  prisoners  and  suspects .     the   detectives  room   should  be 
so  arranged  that  a  group  of  suspects  may  be  interrogated  simultaneously 
and  i  n  open  vi  ew  of  other  detecti  ves  whose  observance  wi  ll  prevent  the 
disposal,    by  suspects,    of  tiny  pi  ecgs  of  ev1  dence  relati  ve.  to  narcotic 
offences.      the   interrogation   room   is  also  used  for  recording   information 
from   informers  and  for  the  proj  ecti  on  and  review  of  obscene  films  prior 
to  presentation   in  courts. 

The  few  visitors  to  this  unit  should  be   restricted  to  a  small  wai  ti  ng 
area,    separated  from  the  cleri  cal  space  by  a  reception  counter. 


Flow  Diagram: 


BUREAU  OF  CRIMINAL  INVESTIGATION 


VI  CE    AND    NARCOTICS  SQUAD 


C  . Space   Requi  rements  : 

1)  Clerical-Reception   Room,    including:  400  so.    ft. 

A.  WAITING    AREA    WITH     4    CHAIRS    AND    COAT    RACK 

B.  RECEPTION    COUNTER 

C.  2     DESKS 

d.  6  standard  filing  cabinets  (1'3"x  2'  6"  x4'6") 

e.  office  supply  closet 

1a)  Lavatory,    including:  40  sq.    ft. 

a.        1    water  closet 
b  .       1    lavatory 

2)  Detective's  Room,    including:  500  sq.    ft. 

a.  1    desk   (sargent) 

b.  4  mutually  utili  zed  desks 

c.  3   ft.  counter  the  ,wj  dth  of  the   room  with 
shelves  above  and  20   standard  file  drawers 

BELOW 

d.  large  city  wall  map 

2a)  Coat  Room,    including:  50  sq.    ft. 

a.       2,    6   ft.    coat  bars 

3)  -rrogation-Projecti  on  Room,    including:  200  sq.    ft. 

A.  1     DESK 

B.  TABLE    (3'     X   6-  )    WITH    PROJECTOR 

C.  WALL    SCREEN 

D.  6    CHAI RS 

4)  Office  -  Unit  Commander,  including:  ISO  sq.    ft. 

a.  desk  and  3  chairs 

b.  4  standard  file  drawers 

c.  24  ft.   adjustable  wall  shelving 

d.  side  table 

e.  personal  coat  closet 

4a)    Lavatory,  including;  30  sq.  ft. 

a.   1  water  closet 
b  .   1  lavatory 

5)  Evidence  Storage  Room,  including:  120  sq.  ft. 

a.  24  storage  lockers  (2'  x  2'  x  2'  ) 

b.  bulk  storage  space 

Total  Space  Required  -Vice  and  Narcotics   Squad  1,520  sq.    ft. 


BUREAU  OF  CRIMINAL  INVESTIGATION 


VICE  AND    NARCOTICS   SQUAD 


Personnel: 


Unit  Commander 
Supervi  si  ng  Officers 
days 

1ST  HALF 
LAST  HALF 
RELI EF 
INVESTI  GATCRS 
DAYS 
1ST  HALF 
LAST  HALF 
RELI  EF 

Clerks 


PROJ  ECTED 


Total 


:rsonnEL 


Vice  and 

NARCOTI  cs 
Squad 


25 


Vehicles 


BUREAU  OF  CRIMINAL  INVESTIGATION 


ROBBERY  AND  GAMING  SQUAD 
SPECIAL   SERVICES    SQUAD 


A  . General: 

The  basic   function  of  the   Robbery  and  Gaming  Squad   is   solving,    deterring 
and  preventi  ng  robbery,    gaming  and   related  crimes.      this  squad,    similar 
to  other  bci   detective  units,    is  responsible  for  the  enti  re  area  covered 
by  the  Department.      The  men  assigned  to  night  duty  i  n  this  squad  . 
compose  the  special  servi  ces  squad.      the  night  tour  of  duty  is  generally 
from   7:00   p.m.    to   3:00   a.m.    although   it  will   include  full  24  hour 
coverage  when   required. 

When   one   of  the  above  crimes   is  committed,  this   squad  will  go  di  rectly  to 
the  scene,    direct  the   laboratory  units  in  recording  the  scene  and  collecting 
evidence,    and  pursue  the  apprehension  and   interrogation   of  suspects  and 
witnesses.      Interrogation   is  usually  performed  either  at  the  scene  or  in 
the  general  bci   facilities  at  headquarters. 

The   Robbery  and  Gaming  Squad  wi  ll  cooperate  with  and  assist  divisional 
detectives  at  the  scene  of  a  crime.      they  will  further  function  with 
divisional  detectives  relati  ve  to  crimes  committed  within  a  di  vi  si  on'  s 
boundries,    witnesses  and  suspects  living  within  a  division's  area  and   in 
the  correlati  on  of  crimes   overlapi  ng  divisional  boundries. 

the  waiting  area   in  the  reception-clerical  room  should  be   isolated  from 
the  clerical  area  by  a  recepti on  counter.     the  detecti ves  room  functions 

3th  as  an  assembly  and  report  preparation  room  and  as  a  briefing  and 
conference  room . 

visitors  are  directed  to  this  unit  from  the  mai  n  bci    reception  desk, 
thei  r  calls  are   usually  to  report  cri  mes  and  to  provi  de   related   i  nfor- 

MATI  ON  . 

B  .  Flow   Diagram: 


BUREAU  OF  CRIMINAL  INVESTIGATION 

ROBBERY  AND  GAMING  SQUAD 
SPECIAL   SERVICES   SQUAD 


C  . Space   Requirements; 

1)  Reception-Clerical  Room,    including:  500  sq.    ft, 

a.  reception  counter  and  waiting  area 
wi  th   4  chai  rs  and  a  coat  rack 

b.  2  desks  (clerks) 

c.  work  table   (3'    x   6'  ) 

d.  4  standard  4  drawer  files   (1'  3"  x2'  6"  x4'  6"  ) 

e.  office  supply  closet 

2)  Office  -  Unit  Commander,   including:  180  sq.    ft. 

a.  desk  and   3  side  chairs 

b.  3   ft.    counter  width  of  room  with 
adjustable  shelve  ng  above  and 

4  standard  fi  le  drawers  below 

c.  personal  coat  closet 

2a)    Lavatory,  including:  30  sq.  ft. 

a.  1  water  closet 

b .  1  lavatory 

3)  Detectives'    Room,    including:  800  sq.    ft. 

a.  3  desks   (supervising  detectives) 

b.  2  work  tables   (4'    x  8'  )  seating  eight  each 

c.  3  ft.   counter  the  wi  dth  of  the  room  with 
adjustable  shelvi  ng  and  pi n  eoard  above 
and   s5   standard  file  drawers  below 

d.  4  waiting  chairs 

e.  large  city  map  mounted 

4)  Coat  Room,    including:  50  sq.    ft. 
a.        2,  6   ft.    coat  bars 


Total  Space  Required  -  Robbery  and  Gaming  Squad  1,560  sq.    ft. 


BUREAU  OF  CRIMINAL  INVESTIGATION 

ROBBERY  AND  GAM!  NG  SQUAD 
SPECIAL   SERVICES    SQUAD 


D. 


PERSONNEL : 


Unit  Commander 
Clerks 
days 

1ST  HALF 
LAST  HALF 
RELI  EF 

Supervising  Officers 
days 
1ST  half 
last  half 

RELI  EF 
INVESTI GATI  NG  OFFI CERS 
DAYS 
1ST  HALF 
LAST  HALF 
RELI EF  . 


PRESENT 
1 


IS 

15 

0 

1  1 


PROJ  ECTED 


1 
0 

2 
1 

0 
0 

30 

15 

0 

13 


Total  Personnel  -  Robbery  and 

Gaming  Squad 
Speci  al  Ser- 
vi ces  Squad 


47 


65 


Vehicles: 


BUREAU  OF  CRIMINAL  INVESTI  GATI  ON 


GENERAL  SQUAD  ROOM 


General: 


The   General  Squad   Room    is  to  accommodate   several  small  but  specialized 
detective   units.      Included   in   this  group  are: 

a.  General  Investigation  Squad 

b.  Domestic  Relations  Squad 

c.  Pickpocket  Squad 

d.  Shopping  Squad 

e.  Bank  Squad 

f.  Minority    Group  Squad 

g.  Hotel  Squad 

a  small  office  is  to  be  provided  for  the  commanding  officer  of  each  of 
the  above  squads.   the  office  will  also  house  the  individual  files  for 
the  respective  squads.   one  add1  tl  onal  offi  ce  i  s  to  be  provided  for  use 
by  temporary  squads  establi  shed  to  expedite  the  soluti  on  of  unusual 
police  problems  of  short  duration.  all  of  the  above  offices  should  open 
onto  a  general  reception-clerical  room  which  is  used  by  the  detectives 
of  all  units  for  assembly  and  for  preparation  of  investigation  reports. 
When  extensive  clerical  assistance  is  required  by  any  of  the  above  squads, 
it  will  be  performed  by  the  general  bci  clerical  staff.  visitors  for 
the  above  squads  will  be  received  at  the  main  bci  reception  area  and 
will  be  di  rected  to  the  respective  offices. 


Flow  Diagram: 


^-X 


BUREAU  OF  CRIMINAL  INVESTIGATION 


GENERAL    SQUAD    ROOM 


C.  Space   Requirements: 

1)  Reception-Clerical  Space,    including: 

a.  2  work  tables   (4'    x  8'  )  seating  8  each 

b.  3  ft.    counter  the  wi  dth  of  the  room 
with  cabinets   below  and   pin  board  and 
adjustable  shelv1  ng  above 

c.  4  chairs   (recept:  on-wai  ti  ng) 

d.  large  city  map   (wall  mounted) 


500   SQ.     FT. 


2)  Office-General  Investigations  Squad,    including 

a.  desk  and  two  side  chairs 

b.  4  standard  fi  le  drawers 

3)  Office-Domestic  Relations   Squad   including: 
(same  as  no.  2) 


120  SQ.     FT. 


120  SQ.     FT, 


4)  Offi  ce-Pi  ckpocket  Squad   i  ncludi  ng  : 
(same  as  no.  2) 

5)  Office-Shopping  Squad  including: 
(same  as  no.  2) 

6)  Office-Bank  Squad   including: 
(same  as  no.  2) 

7)  Office-Minority  Squad   including: 
(same  as  no.  2) 

8)  Office-Hotel  Squad   including: 
(same  as  no.  2) 

9)  Office-Temporary  Squads  including 
(same  as  no.  2) 

10)  Coat  Room,    including: 

a.        2,  6   ft.   coat  bars 


120  SQ.  FT. 


120  SQ.  FT. 


120  SQ.  FT. 


120  SQ.  FT. 


120  SQ.  FT. 


120  SQ.  FT. 


30  SQ.  FT. 


Total  Space  Requi  red  -  General  Squad  Room 


1  ,510  SQ.  FT. 


BUREAU  OF  CRIMINAL  INVESTIGATION 


GENERAL  SQUAD  ROOM 


'ERSONNEL: 


General  I nvesti  gati  on  Squad  s 
Domesti  c  Relations  Squad 

(s  days  and  4  nights)  9 

Pickpocket  Squad  3 

Shoppi  ng  Squad  4 

Bank  Squad  3 

Minority  Group  Squad  3 

Hotel  Squad  3 


PROJ  ECTED 

12 

9 
5 
4 
3 
3 
5 


1  otal  personnel  -  general  squad 
Room 


33 


41 


Vehi cles: 


a.,  general  investigations  squad  3 

b.  Domestic  Relati  ons  Squad  2 

c.  Pickpocket  Squad  0 

d.  Shopping  Squad  0 

e.  Bank  Squad  0 

f.  Minority  Group  Squad  0 

g.  Hotel  Squad  0 


Total  Vehicles  -  General  Squad 
Room 


BUREAU  OF  CRIMINAL  INVESTIGATION 


PAWN     SHOP     SQUAD 


General 


All  pawn   brokers,    second-hand  dealers,    junk  shop  dealers  and  auctioneers 
are  licensed  by  the   police  commissioner.      the   pawn   shop  squad 
investigates  all  the  above  dealers  to  ascertain  their  sui tabi lity  to 
hold  the  respective  licenses. 

Each  of  the  above  licensees  must  submit  daily  reports  to  this  unit 
li  sti  ng  all  art!  cles  either  bought  or  pawned  duri  ng  the   preceedi  ng 
twenty-four  hour  period.      index  cards  are  then  comp1  led  for  each   item 
and  a  report  filed.     the  i  ndex  cards  are  then  compared  wi  th  similar 
index  cards  compi  led  from  daily  police  divisional  reports  containing  all 
items  reported  lost,    found  or  stolen.     a  similar  comparison   is  made 
with  lost  and  stolen   property  reported  by  teletype. 

peri  odi  c  i  nvesti  gations  are  made  of  the  above  li  censees  to  i  nsure  thei  r 
proper  reporting  of  bus! ness  transactions  and  also  to  expedi te  the 
clearance   of  complaints  against  the  dealers.      when  this  latter   i nvesti - 
gation  reveals  illegal  procedure  the  complai  ntant  is  assisted,  i  f  he 
desires,    in  preparing  a  case  for  criminal  court.      if  a  criminal  con- 
viction results,    this  office   i  ni  ti  ates  through  the  commissioner  a 
hearing  relative  to  the  mai ntenance  of  a  license  by  the  convi cted  dealer . 

vl  si  tors  to  this  unit  are  few  in  number  generally  inquiring  about  lost 
or  stc  :.r.ty,  registering  complaints  and  inquiring  about  the  rules 

and  regulati  ons  for  pawn  shop  dealers,    etc. 

The    nature    of   the   ABOVE    FUNCTIONS    permits    THE  ACCOMMODATI  on    OF   THIS 
SQUAD    IN    ONE    OFFICE.        HOWEVER,     THE    AREA    SHOULD    BE    SEGREGATED    INTO    THREE 
AREAS;       ONE    FOR    THE    UNIT    COMMANDER,    ONE    FOR    THE    CLERICAL    AND    INVESTIGATION 
.OFFICERS,     AND    ONE    FOR    A    SMALL    RECEPTION    WAITING    AREA. 

B  .  Flow  Diagram  : 


BUREAU  OF  CRIMINAL  INVESTIGATION 


PAWN     SHOP    SQUAD 


C  . Space   Requirements; 

1)  General  Office,    including: 

a.  reception-waiting  area  with   4  chairs 
and  coat  rack 

b.  2  desks   (clerks) 

c.  desk  (uni  t  commander) 

d.  work  table  (  4'  x  8'  )  seating  six 

e.  office  supply  closet 

f.  2  standard  4  drawer  files 

(  1'3"  X  2'  6"  X  4'  6"  ) 

G.     PERSONAL  COAT  CLOSET  FOR  UNIT  COMMANDER 

H.     2,  3  X  4  CARDFILES  (  4'  4"  X  2'  4"  X2'  2"  )  AND 

(2'  4"  X  2'  4"  XT  4") 

I  .     3,  3  X  5  CARD  FILES  (4'  8"  X  2'  4"  X  2'  8"  )  AND 
2-.  (  1'  4"   X  2' 4"  X  4'  4"  ) 


700  SQ.  FT. 


1a)  Record  Storage  Closet,  including-. 

a.  3  storage   racks   (6'   x  2'   x  2')    stacked 
verti  cally 

b.  2  4  ft.    of  adjustable    12   inch  shelving 


50  SQ.     FT. 


Ib)  Coat  and  Locker  Room,    including 

.  ,        coat  bar   (6   ft.) 
e.        bench    (6   ft.) 


i  otal  Space  Required  -  Pawn  Shop  Squad 


50  SQ.     FT. 


800  SQ.     FT. 


a.  Unit  Commander 

b.  Clerks 

c.  investigati  ng  officers 


PRESENT 

1 

4 

2 


PROJ  ECTED 
1 

4 
2 


Total   Personnel  -  Pawn  Shop 
Squad 


Vehi  cles 


BUREAU  OF  CRIMINAL  INVESTIGATION 

AUTO  SQUAD 

A. General  : 

All  new  car,  used  car  and  motor  vehicle  junk  dealers  are  licensed  by  the 
Police  Commissioner.   The  Auto  Squad  investigates  all  of  the  above 
dealers  to  ascertain  their  sui tabi  lity  for  the  issue  and  yearly  renewal  of 
their  respective  licenses.   investigations  are  also  made  relative  to 
citizen  complaints  against  the  licensed  dealers.   where  criminal  evidence 
is  revealed,  such  as  misleading  advertising,  incomplete  sales  contracts, 
fraud,  deceit,  etc.,  the  complai  ntant  is  assisted,  if  he  desires,  in 
preparing  his  case  for  crimi  nal  court.   if  a  court  conviction  results, 
the  licensee  is  brought  before  a  hearing  board  which  generally  recommends 
to  the'  Commissioner  the  suspension  or  revocation  of  the  license.   This 
squad  may  also  recommend  hearings  if  routine  investigations  reveal  failure 
of  the  licensee  to  maintain  proper  records  on  all  vehicle  transactions. 

The  second  basi  c  functi  on  of  the  Auto  Squad  relates  to  stolen  and 
abandoned  vehicles.  daily  reports  listing  all  missing  or  stolen  vehicles 
reported  to  units  of  this  department  and  other  law  enforcement  agenci  es 
are  received  at  this  office.   index  cards  for  each  vehicle  are  prepared 
from  the  reports  and  are  then  compared  with  similar  cards  prepared  from 
daily  reports  from  approximately  205  li  censed  dealers .   these  reports 
list  every  vehicle  transaction.   this  unit  then  initiates  a  search  for 
the  stolen  vehicles  both  indivi  dually  and  wi  th  the  assi  stance  of  every 
officer  of  the  department  who  i  s  provi  ded  wi  th  a  weekly  li  st  of  all 
missing  vehicles.   the  auto  squad  is  also  responsible  for  locating  the 
owners  of  all  vehicles  abandoned  i  n  the  clty  or  in  garages  to  which  they 
have  been  towed. 

Visitors  are  directed  to  the  above  unit  from  the  mai  n  BCI  reception 
desk.   The  nature  of  their  business  I  s  generally  reporting  stolen 
vehicles,  registering  complaints  and  I nqui  ring  about  the  rules  and 

REGULATI ONS  FOR    LI  CENSED    DEALZ. 

THE    NATURE    OF    THE    ABOVE    FUNCTIONS    PERMITS    THE  ACCOMMODATI  ON    OF    THIS    UNIT 
IN    ONE    OFFICE.        HOWEVER,     THE    OFFICE    SHOULD    BE  SEGREGATED   INTO    THREE 
AREAS;       ONE    FOR    THE    UNIT    COMMANDER,    ONE    FOR    THE    CLERICAL    AND    INVESTIGATING 
OFFICERS,     AND    ONE    FOR    A    SMALL    RECEPTION-WAITING    AREA. 

B.    .       Flow  Diagram   : 


BUREAU  OF  CRIMINAL  INVESTIGATION 


AUTO    SQUAD 


,C  . Space   Requirements: 

1)  General.  Office,    including:  650  sq.    ft. 

a.  wal  ti  ng  area  with  4  chairs  and  coat  rack 

b.  desk   (uni  t  commander) 

c.  desk  (clerk) 

d.  work  ta3le   (4'    x  3'  )    seating  six 

e.  3  card  files   (  1 '  3"  x  2'  6"    x  4'  6"  ) 

f.  offfice    supply  closet 

1a)  Coat  Room,    including;  50  sq.    ft. 

a.        6  ft.    coat  bar 


Total  Space  Required  -Auto  Squad  700  sq,    ft. 

D. .- :_...:_:_.; 

PRESENT  PROJ  EC.  gD 

A.  UNIT  COMMANDER                       .  1  1 

B.  CLERKS                                   1  1 

c.        i nvesti gating  officers                           3  3 

Total  Personnel  -5  5 

E.           Vehicles;                                                                   1  1 


LABORATORY  AREA 


BUREAU    OF   CRIMINAL-   INVESTIGATION 


LABORATORY  AREA 


General: 


The  Laboratory  Area  includes  facilities  for: 

a.  Cri  me  Laboratory 

b.  Photograph  Laboratory 

c.  Drafti  ng  Room 

d.  Fi  ngerprint  Laboratory 

e.  Ballistics  Laboratory 

The  functi onal  descri pti ons  and  space  requi  rements  are  i ndi  vi dually 
listed  for  the  respective  units. 

The  Laboratory  Area  has  the  greatest  public  education  potential  relative 
to  the  scientific  approach  included  i n  the  solution  of  crime.  Therefore, 
the  total  area  should  facilitate  the  orderly  processing  of  guided  tours. 
Visual  entrance  to  the  laboratory  units  should  be  provided  to  facilitate 
an  explanation  of  the  respective  functions.  however,  actual  penetration 
of  the  units  other  than  by  those  working  i  n  the  areas  should  be  prohibit- 
ED. 


BUREAU    OF  CRIMINAL    INVESTIGATION 

LABORATORY  UNIT 


CRI  ME  LABORATORY 


A.   General: 

The  Crime  Laboratory  has  the  responsibility  of  collecting,  studying  and 
analyzing  physical  evidence  i  n  1 ts  relationship  to  a  particular  crime, 
it  is  also  responsi ble  for  the  presentation  in  court  of  expert  testimony 
regarding  the  evidence  examined.  the  problems  involved  may  range  from 
simple  inspection  to  highly  intricate  chemical  and  physical  analysis  of 
the  evidence. 

in  the  program  that  follows  space  has  been  allowed  for  future  expansion 
of  the  personnel  1  n  this  unit,  including  the  possibility  of  a  small  group 
of  specially  trained  technicians  able  to  recognize  case  problems  and 
select  proper  evidence. 

the  main  source  of  visitors  to  the  laboratory  are  detectives  bringing 
evidence  for  examination.  occasionally  there  may  be  other  visitors  from 
the  Department  or  attorneys  seeking  speci  fi  c  information.  However,  the 
unit  has  a  considerable  public  relations  potential  and  should  be  designed 
so  as  to  permit  explanation  of  the  unit's  function  to  gui  ded  public  tours. 
While  these  tours  should  not  be  permitted  assess  into  the  laboratory, 
visual  access  should  be  permitted. 

The  clerical  reception  area  is  TO  act  as  a  control  point,  PREVENTI  ng  un- 
authorized ACCESS  TO  EITHER  THE  LABORATORIES  OR  THE  AREA  OCCASIONALLY 
USED  FOR  GUIDED  PUBLIC  TOURS.   A  COUNTER  SHOULD  BE  PROVIDED  FOR  THE  PRE- 
SENTATION OF  EVIDENCE  AND  A  WAI  Tl  NG  AREA  WITH  FOUR  CHAIRS. 

PARKING  SPACE  SHOULD  BE  PROVI DED  FOR  ONE  VEHICLE  AND  FOR  THE  POSSIBILITY 
OF  A  FUTURE  MOBILE  CRIME  LABORATORY  UNIT. 


Space  has  been  provided  in  the  laboratory  for  the  future  addition  of  a 
document  exami ner  and  his  required  equipment. 


Flow  Diagram: 


©   0 


0~®o<5 


BUREAU   OF  CRIMINAL   INVESTIGATION 

LABORATORY  UNIT 

CRI  ME  LABORATORY 


C.      Space   Requirements 

1)  Reception  and  Clerical,    including  200  so.    ft. 

a.  1     DESK 

b.  waiting  area,    4  chairs  and  counter 
c      8  standard  file  drawers 

d.     coat  closet 

1a)      Washroom,    including  80  sq.    ft. 

a.      i   water  closet 

B.         1      URINAL 

c.  2   lavatori es 

2)  Director's  Office,    including  160  sq.    ft. 

A.  1     DESK 

B.  3    FT.    COUNTER   THE    WIDTH    OF    ROOM    WITH 

shelves  above 

c.  3  visitor's  chairs 

d.  personal  coat  closet 

3)  Chemistry  Laboratory,  including  1,200  sq.ft. 

a.  40  ft.  of  3  inch  wall  bench  wi  th  sink 
and  drawers 

b.  2  center  benches  (4'  x  12')  with  .trough  sinks 

c.  3  desks  with  files  below 

d.  120  ft.  of  12  inch  shelving  for  stock  storage 

e.  14  cu.  ft.  wall  refrigerator 

f.  coat  closet  for  4  people 

4)  Spectrograph  Room,  including  200 sq.  ft. 

a.  bench  (3'  x  10')  with  spectograph 
equipment 

b.  work  bench  (3'  x  10')  with  drawers  and 
cabinets  below 

5)  Darkroom,  including  100  sq.  ft. 

a..  bench  (3'  x  8'  )  with  sink,  cabinets  below 

shelves  above 
b.   bench  (3'  x  8'  )  with  cabinets  below 

6)  Spectrophotometry  room,  including  200  sq.  ft. 

a.  bench  (3'  x  10')  with  equipment 

b.  bench  for  work  (3'  x  10') 


BUREAU    OF  CRIMINAL   INVESTIGATION 

LABORATORY  UNIT 


CRI  ME    LABORATORY 


7)  NON-CHEMICAL    STUDIES    ROOM  ,     INCLUDING; 

A.  WORK    BENCH     (SITTING)     (3'      X     12') 

B.  MOVABLE    TABLE     (4'     X  6'  ) 

C.  DISPLAY    SPACE    FOR    4  MANI Kl NS 


300  SQ.     FT. 


8)       Evidence  Storage  Room,    including: 

a.  bulk  storage  space 

b.  200ft.    of   12   inch  adjustable  shelving 


300  SQ.     FT. 


9)       Reference  Room,    including: 

a.  3  ft.   counter,  wi  dth  of  the  room  with 

8  standard  file  drawers  below  and  adj. 
shelves  above 

b .  80  ft.   of  adj  ustable   1 2   i  nch  wall 
shelvi ng 

c.  reference  table   (4'  x  6')  seating  4  people 


240  SQ.     FT. 


Total  Space  Required  -Crime  Laboratory 

D.  PERSONNEL:  PRESEt1 


a.  Chi  ef  Chemist  (Director) 

b.  assi  stants 

c.  Clerical-Receptionist 


2,980   SQ.    FT. 


PROJECTED 


Total  Personnel  -  Cri  me  Laboratory 


Vehi  cles: 


BUREAU    OF  CRIMINAL    INVESTIGATION 

LABORATORY  UNIT 


PHOTOGRAPHY  LABORATORY 


A.   General: 

The  first  function  of  this  unit  is  to  photographically  record  the  scene 
of  a  crime  and  any  other  pertinent  information  that  might  be  of  value  in 
the  solving  and  clearing  of  that  crime.   this  i  s  accomplished  by  still, 
moving,  black-white  and  color  photographic  processes.   in  most  cases  the 
same  photographer  will  visit  the  scene,  return  to  the  laboratory  and  pro- 
cess his  own  photographs  and  prepare  a  report  regarding  the  case.  when 
required  he  wi  ll  present  the  1  nformat1  on  as  evidence  in  court. 

The  SECOND  FUNCTION  of  this  unit  is  to  PHOTOGRAPHICALLY  record  CRIMINAL 

evidence  secured  by  other  units  of  the  department.  this  includes  the 
mai  ntenance  of  negati  ves  on  all  '  '  mug  shots'  '  and  the  pri  nt1  ng  of  same 
when  requi red. 

the  third  function  of  this  unit  is  the  preparation  of  photographs  for  the 
Public  Relations  Office.   This  is  unually  related  to  the  Annual  Report, 
press  releases,  police  dl splays,  etc. 

Departmental  personnel  comprise  the  majority  of  traffi  c  at  this  unit, 
a  reception  counter  should  be  provi  ded  i  n  the  cleri  cal  area  for  the  re- 
ceiving  and  di spensi ng  of  materi  al  to  these  personnel.  where  possible, 
the  laboratory  should  be  visually  opened  to  permit  an  explanation  of  its 
function  to  guided  public  tours. 

The  Department  drafting  room  i  s  descri  bed  immediately  followi  ng  this 
unit.   It  should  be  located  directly  adjacent  to  the  clerical-reception 
area  of  the  photography  laboratory  because  of  the  similarity  of  functions 
regarding  graphi  cal  presentati on  of  evidence  for  court  and  assistance  to 
the  publi  c  relati  ons  office. 


B.        Flow  Diagram: 


BUREAU  OF    CRIMINAL     INVESTIGATION 

LABORATORY  UNIT 


PHOTOGRAPHY  LABORATORY 


NOT  TO  SCALE 


C.        Space  Requirements 


Clerical-Reception  Room,    including: 

a.  reception  area  with  4  chairs  and  coat  rack 

b.  reception  counter 

C.  2  DESKS 

D.  WORK  TABLE  (3'  X  6'  ) 

E.  4  STANDARD  FILE  DRAWERS 

F.  OFFICE  SUPPLY  CLOSET 


200  SQ.     FT. 


1a)        Negative  Storage  Room,    including: 

A.  14    NEGATI  VE  Fl  LES     (2'      X    2'      X    4') 

B.  MISC.     INDEX    FILES 


120  SQ.     FT. 


2)         Director's  Office,    including: 

a.  desk  and  2  side  chairs 

b.  3  ft.   counter  the  width  of  the  room 

with  shelves  above  and  2  file  drawers  below 


160  SQ.     FT. 


BUREAU    OF   CRIMINAL    INVESTIGATION 

LABORATORY  UNIT 


PHOTOGRAPHY  LABORATORY 


3)  Workroom,    including:  800  sq.    ft. 

a.  6  mutually  utilized  desks 

b.  2  work  tables   (4'   x  8'  ) 

c.  bench  (3'    x  12')    for  cutting  and  dry 
mounti  ng 

d.  24   ft.    adjustable  wall  shelving 

e.  8   standard   file   drawers   for   reference 
material 

4)  Black  and  White   Darkroom,    including:  50  sq.    ft. 

a.      bench   (2'  6''    x  6')  with  sink 

(SHELVES  over  and  cabinets   below) 

5)  Black  and  White  Darkroom,    including:  50  sq.    ft. 

(SAME   A§  NO,     4) 

6)  Black  and  White   Printing  Room,    including:  300  sq.    ft. 

a.  sink  (4'    x   8'  )    accessable  both  sides 

b.  bench   (3'    x  12")    with  2  enlargers 

c.  2  contact  printers 

7)  Black  and  White   Drying  Room,    including:  120  sq.    ft. 

a.  drying  machi  ne  (  4'    x  6'  ) 

b.  work  bench   (  3'    x  6'  )  wi  th  drain  sink 
(shelves  over,    cabinets  below) 

8)  Supply  Storage  Room,    including:  200  sq.   ft. 

a.   adjustable  shelving  throughout 

9)  Chemical  Mixing  Room,    including:  120  sq.    ft. 

a.  bench  (3'    x  12')    with  sink 

b.  60  linear  feet  of   12  inch  adjustable 
shelvi  ng 

10)        Color   Processing  Room,    including:  100  sq.    ft. 

a.      bench   (2'  6.'''    x  12')    with  sink  and  reverse 
lighting  unit  (shelves  above,   cabinets 

BELOW) 


BUREAU    OF  CRIMINAL   INVESTIGATION 

LABORATORY  UNIT 

PHOTOGRAPHY  LABORATORY 


11)  Color   Printing  Room,    i  ncluding «  150  so.,  ft. 

a.      bench   (  3'    x  18")    with  densi  trometer, 
enlarger  and  sink   (4  ft.)    (shelves 
above,    cabinets  below) 

12)  Color   Drying  Room,    including:  120  sq.    ft. 

a.  drying  machine  (4'   x  6'  ) 

b.  work  bench   (3-    x  6'  )  wi  th  drain  sink 
(shelves  above,    cabinets  below) 

13)  Photostat  Room,    including:  200  sq.    ft. 

a.  photostat  machine   (4'    x  8'  ) 

b.  drying  machi  ne  (  4'   x  6'  ) 

c.  bench   (3'    x  12')    with   sink 

14)  Projection  Room,  including:  200  sq.    ft. 

a.  table  for  projectors  (3'   x  8') 

b.  work  bench   3'    x    12')    (shelves  above, 
cabinets  below) 

C.     4    CHAI RS 

d.  wall  screen 

15)  Studio  400  sq.    ft. 

16)  Locker  Room,    including:  210  sq.    ft. 

a.  4  ft.   coat  bar 

b.  20  lockers   (2'   x  2') 

16a)      Washroom,    including:  180  sq.    ft. 

a.  2  water  closets 

b.  2   urinals 

c.  4  lavatori  es 

Total  Space  Required  -  Photography  Laboratory    3,680  sq.    ft. 


BUREAU    OF   CRIMINAL    INVESTIGATION 

LABORATORY  UNI  T 


PHOTOGRAPHY  LABORATORY 


D. 

Personnel: 

,a. 

Unit  Commander 

B. 

Laboratory  Techni ci  ans 

c. 

Clerks 

D. 

Photographers 
Days 
1st  half 
last  half 
relief 

proj  ected 
1 

4 
1 

6 
3 
3 

2 


Total  Personnel  -  Photography 
laboratory 

Vehicles:  . 


10 
0 


20 


BUREAU    OF  CRIMINAL   INVESTIGATION 

LABORATORY  UNI  T 


DRAFTI  NG  ROOM 


General; 


the   department's   draftsmen  are   responsible   for   making   large  scale  draw- 
ings of  the  scene   of  a  crime   for  presentation   in  court.      these  present- 
ation drawings   indicate  the   locations  where   evidence  was  secured,    photo- 
graphs were  taken,    and   in   the  case  of  homicide,    the   location   of  the  body. 
There   i  s  also  a  large  amount  of  mi  scellaneous  drafti  ng  required  by 
various  units  of  the  department.     facilities  should  be  provided  for  the 
occasional  work  load  that  requires  two  draftsmen. 

This  unit  should  be  located  adjacent  to  the  photography  laboratory  be- 
cause of  the  similarity  of  functions  regarding  graphi  cal  presentation  of 
ivl  pence  for  court  and  assistance  to  the  public  relations  office. 


FL6W   BiASPSAMi 


ENTRANCE  FROM  PHOTOGRAPHY 
LABORATORY 


Space  Requirements; 


Drafting   Room,    including 


DRAFTING  TABLES  (3'  X  6') 

REFERENCE  TABLE  (6"  X  6')  WITH  10  PLAN 
DRAWERS  (2'  '  X  3'  6'  •   X  5'  6'  '  )  AND  OFFI  CE 
SUPPLY  CABINET  BELOW 

1  DESK  (3'  X  5'  )  WI  TH  4  STANDARD  FI  LE 
DRAWERS  BELOW 

2  VISITOR  CHAIRS  AND  COAT  RACK 
COAT  CLOSET  FOR  TWO  PEOPLE 


280  SQ.  FT. 


Total  Space  Required  -   Drafting  Room 

D.      Personnel: 

a.      Draftsmen 


280  sq.    ft. 
present         projected 

1  2 


Total  Personnel  -  Drafti  ng  Room 
E.   Vehicles: 


BUREAU   OF   CRIMINAL   INVESTIGATION 

LABORATORY  UNIT 


FI NGERPRI NT  LABORATORY 


A.      General; 

The  essential  function  of  the   Fingerprint  Laboratory  is  identifying  un- 
known prints.      The  fi  rst  of  three  basic  steps   in  this  process   is  the  ob- 
taining   OF    FINGERPRINTS.        THIS    IS    ACCOMPLISHED    BY:     A.        VISITING    THE 

scene  of  crimes,    especi ally  breaks ,    and  el ther  dusti ng  and  photographing 
fi  ngerpri  nts  or  securi ng  objects  wi  th   pri  nts  for  i  nspecti  on  i  n  the 
laboratory;     b.      fingerprinting  all  persons  received  at  the  City  mortu- 
aries,     c.     dusting  and  photographing  fingerprints  on  OBJ ects  brought  to 

THE  LABORATORY. 

The   second   step    in    IDENTl  FYI  NG  Fl  NGERPRI  NTS    is   making   photographic   copies 

OF    THE     FINGERPRINTS.        THIS     INCLUDES    DEVELOPI NG  THE    NEGATIVES    FROM     EITHER 
THE  FIELD    OR    LABORATORY    CAMERAS    AND  THEN    MAKING    CONTACT    PRINTS.        WHILE 
THIS   COULD   BE  ACCOMPLISHED    IN   THE    PHOTOSRAPHY  LABORATORY,    A   SMALL   BARK- 
room  would  fac i  li  tate  more  efficient  operation  of  the  fl ngerpri nt 
Laboratory  by  permi  tting  one  technician  to  singly  complete  the  process 
of  identi fyi  ng  unknown  fi ngerpri  nts.      this  eliminates  the  necessi  ty  of 
more  than  one  person  testi fyi ng  in  court  regardi ng  the   i denti fi cati on  of 

THE  Fl  NGERPRI  NTS. 

The    FINAL   STEP    in    THE    PROCESS    is  a   search    in    the    FIVE-FINGER    files    to 
determine  the  identity  of  the  fingerprints.      the  five-finger  system   is 
a  restricted  file  that  contains  only  pri  nts  of  persons  involved  in  more 
serious  crimes,    and  repeaters .     this  combined  with  a  system  of  classi- 
fication more  precise  than  the  main  fingerprint  file,    permi  ts  a  search 
of  single  or  even  partial  fingerprints.     when  identification  of  prints 
involved  in  a  serious  cri  me  i  s  not  possible  in  the  five-finger  files,    an 
exhaustive  search  of  the  main  index  file  is  required.     the  five-finger 
file  has  been  located  in  the  fl ngerpri nt  laboratory  because  of  its 
speciali  zed  nature  and  its  convenience  for  use  by  the  technician  who 
originally  obtai ned  the  prints. 

With  the  exception  of  a  few  officers  bri  ngi  ng  evidence  to  this  unit,    no 
provision  is  required  for  visitors.     however,   visual  entrance  to  the  unit 
should  be  provi  ded  for  the  explanation  of  1  ts  functi  on  to  guided  publ1  c 

TOURS . 


BUREAU    OF  CRIMINAL    I  NVESTIGATION 

LABORATORY  UNIT 


FI  NGERPRI  NT  LABORATORY 


B.      Flow   Diagram: 


^r^> 


C.     Space  Requirements; 


Laboratory,    including: 

a.  desk  for  clerk 

b.  4  mutually  utilized  desks  for  technicians 

c.  8  standard  file  drawers 

d.  work  bench  (3'    x  8'  )  with  fixed  camera 

e.  work  table   (6'    x  10')    for  evidence 


700    SQ.    FT. 


2)   Photography  Room,  including: 

a.  bench  (3'  x  8'  )  with  sink  (shelves  over, 
cabinets  below) 

b.  bench  (3'  x  12')  with  contact  printer  and 
dryer  (shelves  over,  and  cabinets  below) 


160    SQ.    FT. 


3)        Fingerprint  File  Room,    including: 

A.  10    Fl  LE    CABINETS     (  1 '  6'  '     X   3'  X    5'  ) 

B.  TABLE     (6'      X    1  2' )     WITH     4    MAGNIFIER- 
COMPAR1 SON    APPARATUSES 


400    SQ.    FT. 


4)        Evidence  Storage  Room,    including: 

a.      80  locked  storage  compartments 

(2'     X    2'      X    2'  ) 


100    SQ.    FT. 


5)        Locker  Room,    including: 
a.      18  lockers  (2'   x  2-  ) 


180    SQ.    FT. 


BUREAU    OF  CRIMINAL   INVESTIGATION 

LABORATORY  UNIT 


Fl NGERPR1 NT  LABORATORY 


5a)     Washroom ,    including:  180  so.  ft. 

a.      2  water  closets 
b  .      2  urinals 
c  .     4  lavatori es 

Total  Space  Required  -  Fingerprint  Laboratory  1,170  sq.    ft. 

D.      Personnel:  present  projected 

a.  Commanding  Officer  o  1 

b.  Technicians 

days  7  1 2 

N 1  GHTS  2  4 

c     Clerk  o  i 

Total  Personnel  -  Fi ngerpri  nt 

Laboratory  9  1 8 

E  .     Vehicles  :  12 


BUREAU    OF  CRIMINAL    INVESTIGATION 

LABORATORY  UNIT 


BALL1  STICS  LABORATORY 


General: 


The  essential  function  of  the  Ballistics  Laboratory  i  s  the   investigation 
and  i denti fi cati on   of   firearms,    spent  bullets,    discharged  cartri dge  cases , 
bombs,    explosives  and  fragments.      the  duties  performed  to  carry  out  this 

FUNCTI ON    are: 

A.  TO    VI  SI  T  THE    SCENE    OF    CRIMES    AND  TO  EXAM  I  NE  AND    RECOVER    THE 
EVI DENCE 

B.  TO    MAKE    MINUTE    EXAM  I  NATION  OF  THE    EVIDENCE    AT    THE    LABORATORY 

C.  TO    TEST    FIRE    THE  FIREARMS    RECOVERED    FOR    THIS    AND  OTHER 
DEPARTMENTS 

D.  TO    MAKE    MICROSCOPIC    COMPARISON    OF    TEST    SPECIMENS    WITH 
EVI DENCE    ON  FI  LE 

E.  TO    PREPARE    !  NVESTI  GAT1  ON  AND    EXAM  I  NATI  ON  REPORTS    FOR    THE 

superi  ntendent 
d.   to  present  in  court  the  evi  dence  and  examination  reports 
regardi  ng  parti  cular  cri  mes 

This  Unit  is  also  responsi  ble  for  the  issuing  and  mai  ntai  ni  ng  of  all 
Department  weapons  and  ammunition,  including  emergency  equipment:  such 
as  riot  guns,  tear  gas  dispensers,  gas  masks;  lighting  equipment,  etc. 
Facilities  for  this  later  function  should  be  directly  adjacent  to  the 
Ballistics  Laboratory  and  should  have  provision  for  rapi  d  issue  of 
emergency  equipment.  provision  also  should  be  made  in  the  laboratory 
so  that  the  noise  from  occasi  onal  test  firing  does  not  disturb  the 
occupants  of  adjacent  units. 

A  Chief  Ballistician  and  two  technicians  are  required  to  perform  the 

ABOVE    FUNCTIONS.        ONE    CLERK    IS    ALSO    REQUIRED    TO    MAI  NTAI  N  THE    CASE    FILES, 
PREPARE    THE   I  NVESTI  GATION   REPORTS,     MAINTAIN     RECORDS    ON    DEPARTMENTAL 
EQUIPMENT    AND    ANSWER    UNIT    CORRESPONDENCE. 

Vl  SI  TORS  TO  THIS    UNIT    ARE  RELATI  VELY  FEW    IN    NUMBER    WITH    THE    EXCEPTION    OF 
GUIDED    TOURS.        ONE    OF    THE    MAIN    PO I  NTS  OF   INTEREST    TO    THE    GUIDED    TOURS      IS 
THE  LARGE    NUMBER    OF  CONFI  SCATED    WEAPONS    WHICH    ARE    MAINTAINED    IN    GLASS 
DISPLAY    CASES.        ASIDE    FROM    THEIR    REFERENCE    VALUE,     THESE    WEAPONS    ADD 
MUCH    COLOR    AND     INTEREST    TO    THE    BALLISTIC    UNIT    AND    SHOULD    BE    DISPLAYED 
ON    THE    WALLS    AND   I  N  THE    RECEPTION  AREA. 


BUREAU    OF   CRIMINAL     INVESTIGATION 

LABORATORY    UNIT 

BALLI  STI  CS     LABORATORY 


Flow  Diagram: 


Space  Requirements: 


Office  Laboratory,  including: 

A.  4  DESKS 

B.  ENCLOSED  LABORATORY  COUNTER  (4'  X  25') 

C.  WORK  TABLE  (8'   X  8'  )  WITH  COMPARISON 
MICROSCOPE 

D.  10  STANDARD  4-DRAWER  FILES 

E.  RECEPTION  COUNTER  WITH  30  FILE  DRAWERS 
(5"  X  8'')  AND  60  FILE  DRAWERS  (  3"  X  5'  '  ) 
BELOW 

F.  RECEPTION  AREA  WITH  4  CHAIRS  AND  COAT  RACK 

G.  30  FT.  ADJUSTABLE  12  INCH  SHELVING 
(REFERENCE  MATERIAL) 

H.   DI SPLAY  CASES 

1  .   ONE  VERTI CAL  BULLET  RECOVERY  WATER  TANK 

(REQUIRES  10  FT.  DEPTH  I NTO  FLOOR  BELOW) 
J .   OFFICE  SUPPLY  CLOSET 


1 ,200  SQ.  FT. 


1a)      Coat  and  Locker  Room,    including 

a.  4  lockers   (2'    x  2'  ) 

b.  4  ft.   coat  bar 


60    SQ.     FT. 


BUREAU    OF   CRIMINAL    INVESTIGATION 

LABORATORY  UNIT 

BALLI  STICS  LABORATORY 


Ib)       Washroom,    including: 
a.      1    water  closet 

B.  1     URI  NAL 

C.  2    LAVATORI  ES 


80    SQ.     FT. 


2)        Shop,    including: 

a.  2  work  benches   (4'    x   12') 

b.  oil  drainage  tank   (2'    x  4'  ) 

c.  work  si  nk 


300    SQ.     FT. 


3)        Stock  and  Storage  Room,    including: 

a.  200  ft.    of  adjustable    12   inch   shelving 

b.  24  ft.   gun  rack  for  storage  of  evidence 

WEAPONS 


160    SQ.     FT. 


4)        Emergency  Equipment  Room,    including: 

a.  30   ft.    gun   racks   (double  height) 

b.  20   ft.    rack  for  cartridge  belts 

c.  100  ft.    of   12   inch  adjustable  shelving 

d.  12  ft.    counter  with  removable  grill 
(adjacent  corridor)    for  the  dispensing 
of  emergency  equipment 


300    SQ.     FT. 


Total  Space  Required  -Ballistic  Laboratory  2,100  sq.  ft. 

D.       Personnel  : 


PRESENT 


PROJ  ECTED 


a.  Chief  Ballistician 

b.  Technicians 

c.  Clerk 


Total  Personnel  -  Balli  stic 
laboratory 


Vehicles  : 


CONSOLIDATED    DIVISION 


CONSOLIDATED  DIVISION 


The  Consolidated   Division   is  that  branch  of  the   Police   Department 
responsl  ble  for  actually  poli  cing  the  downtown  area  of  the  c 1  ty  for- 
MERLY composed  of  Divisions   i,    2  and  3.      The  faci  li  ti  es  for  the 
Consolidated  Di  vi  si  on  should  accommodate  the  personnel  and  acti  vi  ti  es 
of  both  the  former  divisions  and  also  the   downtown  unit  of  the 
Traffic  Division  responsible  for  the  same  area  of  the  City. 

The  essential  responsibility  of  the  police  is  the  enforcement  of  all 
laws,    ordi nances  and  regulations;   the  maintenance  of  order;  and  the 
rendering  of  assistance  to  the  public.     this  responsibility  is  divided 
into  three  basic  areas.      first  is  that  of  general  policing.      this  is 
accomplished  by  the  uniform  force  which  patrols  all  streets  on  foot 
and  by  vehicle,   and  which  expedi tes  requests  for  service  and  assistance, 
the  uniform  force   is  that  part  of  the  police  that  provides  the  public 
with  an  assurance  of  "law  and  order." 

the  second  basic  responsibility  of  the  consolidated  division  is  the 
1  NVISTI  SAT!  ON  ANB    SOLUTI  ON    OF  ALL  OR!  MI§  GOMMITTEB    IN   THE   Bl  VISIONAL 
AREA.      This    IS  ACCOMPLISHED   by  the   di  VI  si  onal  detecti  ve   units  which 
function  from  the  detective  rooms  of  the  division,    with  the  exception 
of  the  use  of  general  lockers  and  washrooms. 

the  third  basic  area  of  responsibility  in  general  policing  is  the 
regulation  of  traffic  and  the  enforcement  of  the  motor  vehicle  laws 
and  parki  ng  regulations.     this  is  accomplished  on  weekdays  from  8  a.m. 
to  midnight  by  the  downtown  unit  of  the  traffic  division,    which 
includes  postmen  for  directing  traffic,    tagging  officers,    towing 
officers  and  a  supervi  sory  staff.     after  midnight  and  on  sundays  this 
area  of  responsl  bl  lity  reverts  to  the  general  policing  force  of  the 
Consolidated  Division. 

Other  specialized  offices  of  the  Consoli  dated  Division  provide  for 
juvenile  officers,   auto  accident  i nvesti gators  and  licence  officers. 
Descriptions  of  the  functi  ons  and  activities  of  these  offices  are 
included  i  n  the  following  program. 

The  Consoli  dated  Divi  si  on  should  be  segregated  from  both  the 
Administrative  Headquarters  and  the  Bureau  of  Cri  minal  Investigation, 
whose  staff  is  more  specialized  and  responsible  for  the  entire  City. 
However,    the  reception  lobby  of  the  Consolidated  Division  should 
connect  directly  to  the  main  lobby  of  the  proposed  building.      The 
clerical  room  of  the  division  should  also  be  li  nked  to  the  records 
Bureau  in  the  Administrative  Headquarters.      This  can  be  accomplished 
by  a  pneumatic  tube  system  or  some  other  mechanical  device. 

Descriptions  of  the  functions  and  activities  of  the  Consolidated 


CONSOLIDATED  DIVISION 


Division  are   included  in  the  program  that  follows.      The  program  is 
composed  of: 

a.  Clerical-Administrative  Area 

b.  Officers   Facilities 

c.  Prisoner  Area 

The  Prisoner  Area  is  supervised  by  the  staff  of  the  Clerical- 
Administrative  Area.  The  vehicular  access  for  police  wagons  and  the 
detention  facilities  should  be  the  same  as  those  used  by  the  bci  . 

The  Equi  pment  i  ncluded  under  the  i  ndi  vi  dual  rooms  of  the  followi  ng 
program  has  been  provi  ded  to  facilitate  planning.   Equipment  other 
than  that  which  significantly  determines  the  functi  oning  of  an  area 
has  been  omitted.  all  sizes  indicated  are  approximate  and  should  be 
specifically  determined  during  the  development  of  architectural 
plans.  Special  power  suppli  es,  utilities  and  structural  requi  rements 
should  also  be  determ! ned  during  the  development  of  arch! tectural 

PLANS. 


CONSOLIDATED  DIVISION 


FLOW  Dl  AGRAM 


ADMI  Nl  STRATI  VE 
HEADQUARTERS 


i 


POLICE  PRISONER  WAGON 
ENTRANCE  AND   PARKING 


KEY 


NOTE 


POLI  CE   OFFI  CERS'      ENTRANCE  A.  CLERICAL-ADMIN  I  STRATI  VE  AREA 

B.  OFFICERS'  FACILITIES 

MAIN     LOBBY  C.  PRISONER        AREA 

C-4      DETENTION        FACILITIES 
PUBLIC       ENTRANCE  Bl  BCI      PRISONER      AREA 

THE  ENCLOSED  PARKING  AREA  FOR  DEPARTMENT  CARS  IS  NOT  SHOWN.  IT 
SHOULD  HAVE  DIRECT  ACCESS  TO  THE  MAIN  LOBBY  AND  THE  CLERICAL  - 
ADMINI  STRATI  VE  AREA     OF    THE    CONSOLIDATED     DIVISION. 


Clerical-Administrative  Area: 


CONSOLIDATED  DIVISION 


CONDENSED    SPACE    REQUI  REMENTS 


1)  Lobby 

2)  Reception-Clerical  Room 

3)  Office  -  Division  Commander 

4)  Office  Traffic  Supervisors 

5)  Office  -   Detective  Unit  Commander 

6)  Detecti  ve'  s   Room 

7)  Interrogati  on  Room 

8)  Office  -  Juvenile  Officers 

9)  Office  -  Auto  Accident  Investigators 

10)  Office  -  Licence  Officers 

11)  Men-  s  Toi  let 

12)  Women's  Toilet 


500  sq. 

FT 

1  ,  130  sq. 

FT 

370  SQ. 

FT 

430  sq. 

FT 

320  SQ. 

FT 

760  SQ. 

FT 

200  SQ. 

FT 

400  SQ. 

FT 

450  SQ. 

FT 

450  sq. 

FT 

280  sq. 

FT 

100  SQ. 

FT 

Officers'    Facilities: 


5,390  sq.    ft. 


1)  Lobby 

2)  Guard  Room 

3)  Locker  Room 

4)  Washroom 

5)  Sergeants- locker  Room 

6)  Sergeants' Washroom 

7)  Li  eutenants'    Locker  Room 

8)  Li  EUTENANTS'      WASHROOM 


650  SQ. 

FT 

3 

, 100  SQ. 

FT 

6, 

,000  sq. 

FT 

1, 

,080  SQ. 

FT 

800  SQ. 

FT 

320  SQ. 

FT 

400  SQ. 

FT 

200  SQ. 

FT 

Total 


12,550  SQ.    FT. 


continued 


CONSOLIDATED  DIVISION 


CONDENSED    SPACE    REQUI  REMENTS 


Pri  soner  Area, 

1)  Lobby  560  sq.  ft. 

2)  Legal  Booking  Room  80  sq.  ft. 

3)  Descriptive  Booking  Room  500  sq.  ft. 

4)  Detention  Facilities  3,100sq.  ft. 

5)  First  Aid  Room  160  sq.  ft. 

6)  Interrogati  on  Room  200  sq.  ft. 

7)  Evidence   Storage  Room  250  sq.  ft. 


Total  4,850  sq.  ft. 

Total  Space  Required: 

a.  Clerical-Administrative  Area  5,390  sq.  ft. 

b.  Officers'    Facilities  12,550  sq.  ft. 

c.  Pri  soner  Area  4,850  sq.  ft. 


Total  22,790  sq.    ft. 

Circulation  at  25  percent  5,700  sq,    ft. 


Total  Space  Requi  red  -  Consoli  dated 

Division  28,490  sq.    ft. 


CONSOLIDATED  DIVISION 


VEHICLE    REQUIREMENTS 


A.  Division  Commander 

B.  Duty  Supervi  sors   (Traffic   incl.) 

C.  Crusiers 


Total.  Cars 

D.  Cycles  (Traffic) 


12 

8 


E.  Police  Prisoner  Wagons  (and  ambulances) 


INDIVIDUAL  AREA  REQUIREMENTS 


CONSOLIDATED  DIVISION 


CLER1CAL-ADMINI  STRATI  VE  AREA 


General: 


This  area   is  to  accommodate  the  specialized,    supervisory  and 
administrative   personnel  of  the  division.      this   includes:      the 
division  commander,    the  detective  unit  commander  and  detectives; 
the  traffi c  unit  supervisors;    the  juvenile  officers;  the  auto 
accident  investigators;    licence  officers;   and  the  clerical  staff   re- 
quired for  the  preceeding.     descriptions  of  the  functions  and 
activities  of  the  above  personnel  accompany  the  space  requirements 
for  the i r  respective  rooms. 

whi  le  all  areas  in  the  consolidated  division  hold  the  potential  of 
projecting  an   image  of  a  professional  public  service  to  the  police 
officers,   this  i  s  the  area  which  can  project  this  i  magg  to  the  push  g , 

There  will  be  up  to  150  citizens  arriving  daily  i  n  this  area  with 
police  busi  ness.     these  citizens  should  be  greeted  with  the  image  of 
a  smooth,    quiet  and  efficient  administrative  function,    similar  to 
that  of  good  private  corporations.     the  area  should  be  "clean",    light 
and  well  furni shed. 


B. 


Flow  Diagram: 


TO   PRI SONER   LOBBY 


ENTRANCE  FROM  MAIN  HEADQUARTERS  LOBBY 


CONSOLIDATED  DIVISION 


CLERICAL-ADMINI  STRATI  VE  AREA 


C  . Space   Requirements; 

1)  Lobby:  500  sq.  FT. 
Thi  s  lobby   i s  to  be  secondary  to  the 

di  rectly  adjacent  main  lobby  of  the  proposed 
building.     All  visitors  to  the  police 
bui  ldi  ng  wi  ll  be  controlled  by  the 
receptionist  i n  the  main  lobby.     Only 
those  visitors  having  busi  ness  with  the 
downtown  di  vi  si  on  wi  ll  be  di  rected  to 
the  cleri  cal-admi  ni  strati  ve  lobby  with 
adjoining  clerical  space  and  reception 
clerk.     This  group   includes  up  to   100 
persons  each  day  securi  ng  clai  m-checks  for 
towed  cars,    and  approximately  50  people 
each  day  ha vi ng  other  divisional  business. 
ALL   VISITORS  REQUESTING  GENERAL    INFORMATION, 
di  recti  on  or  use  of  the  publi c  toi lets  wi  ll 
be  accommodated  by  the  receptionist  in  the 
mai  n  lobby. 

The  lobby  i  n  the  Consolidated  Division  need 
not  be  large.      it  should,    however,    contain 
a  lounge  type  wai  ti  ng  area    wi  th   four 
upholstered  chairs  and  a  magazine  table.      a 
small  police  display  and  a  planting  area  should 
also  be  i  ncluded  to  enhance  the  lobby  and  the 
cleri  cal  area  where  offi  cers  are  present  24 
hours  a  day. 

2)  Reception-Clerical  Room:  800  sq.    ft. 
The  Recepti  on-Clerical  Room  should  be 

separated  from  the  lobby  by  only  a  low 
COUNTER.       The   room    is   to   include   THE 
cleri cal  staff  for  both  the  consoli dated 
Division  and  the  downtown  unit  of  the 
Traffic  Division.      The  functions  of  the 
former  staff  include: 

a.      the   recording  of  all  police 

activity  within  the  divisional 

AREA. 

B.  THE  RECORDING  OF  ABSENCE,  ILLNESS, 
ACTIVITY  ON  DUTY,  PAID  DETAIL,  ETC. 
OF  THE  DI VI  SI  ON. PERSONNEL. 

C.  THE  PREPARATI  ON  OF  ALL  DIVISIONAL 
CORRESPONDENCE. 


CONSOLIDATED  DIVISION 


CLERICAL-ADMIN  I  STRATI  VE  AREA 


D.  THE     RECORDING    OF    SIGNAL  BOX    CALLS 
FROM  EACH    ROUTEMAN    ON    THE    DI VI  SI  ON 
AT    APPROXIMATELY    FORTY    MINUTE 

1 NTERVALS . 

E.  THE  DISTRIBUTION  OF  GENERAL  ORDERS 
AND  OTHER  POLICE  INFORMATION. 

CONSOLE  TELEPHONE  EQUIPMENT  SHOULD  BE 
LOCATED  I  N  THE  LOW  COUNTER  SEPARATI  NG  THIS 
ROOM  FROM  THE  LOBBY  SO  THAT  THE  OFFICERS  RE- 
CORDING THE  SI  GNAL  BOX  CALLS  CAN  DOUBLE  AS 
RECEPTI  ONI  STS. 

THE  FUNCTIONS  OF  THE  CLERICAL  STAFF  OF  THE 

Traffic  Di  vi  si  on  Unit   include: 

a.  the   recording  of  all  cars  towed, 
tagged  or  stopped  for  violat1 ons  of 
the  motor  vehicle  laws. 

b.  the  recording  of  absence,    illness, 
activity  on  duty,    paid  detail,    etc. 
of  the  uni t  personnel. 

c.  the   maintenance  and  dispensing  of  up 
to   100  claim  checks  each  day  to 

ci  tl  zens  whose  cars  have  been  towed 
from  the  street. 

The  Recepti  on-Clerical  Room  should  be  visually 
a  part  of  the  Lobby,  and  include: 

a.  long  reception  counter  with  signal 
box  telephone  equi  pment 

b.  4  desks  (mutually  used  by  division 

CLERKS) 

c.  2  desks  (traffic  clerks) 

d.  2  work  tables  (4'  x  8'  ) 

e.  80   ft.    of  adjustable   12  inch  shelving 

f.  office  supply  closet 

2a)  Duty  Supervisor's  Office:  180  sq.  ft. 

There  should  be  a  small  office  for  the  Duty 
supervi sor  assi gned  to  desk  duty  who  will 
act  as   di  vi  si  on  commander  duri ng  the 
commander's  absence.     this  office  should 

I NCLUDE: 

A.    I  DESK  (MUTUALLY  UTI  LIZED)  AND  4  SIDE 
CHAI RS 


CONSOLIDATED  DIVISION 


CLERICAL-ADMINI  STRATI  VE  AREA 


b.   3  ft.  counter  the  width  of  room 
with  14  file  drawers  under  and 
adj  ustable  shelves  above  . 

2b)    Record  Storage  Room,  including:  150  sq.  ft. 

a.  10  standard  4  drawer  filing 
cabinets  (1'3"  x  2'  4"  x  4'  4"  ) 

b.  120  ft.  of  adjustable  12  inch 
shelvi  ng 

3)  Office  -  Di  vi  si  on  Commander:  320  sq.  ft. 
The  Commanding  Officer  is  responsible 

for  the  enti  re  divisional  area.  his 
administrative  supervisory  duties 
i  nclude  conferences  wi  th  many  ci  ti  zens 
and  business  men  requesting  special 
police  service.  the  office  should  have 
an  atmosphere  conducive  to  these  conferences 
and  appropriate  for  an  officer  in  charge  of 
several  hundred  men.   it  should  include: 

a.  desk  and  4  si de  chai rs 

b.  3  upholstered  chairs  and  magazine 

TABLE 

c.  3  ft.  counter  the  width  of  room 
wi  th  8  standard  fl  li  ng  drawers 
and  a  safe  below;  adjustable 
shelvi ng  and  a  large  map  of  the 
di vi  si  on'  s  area  above . 

d.  personal  coat  closet 

3a)    Lavatory,  including:  50  sq.  ft. 

a.  water  closet 

b .  lavatory 

C.        SHOWER 

4)  Office  -   Traffic  Unit  Supervisors:  380  sq.    ft. 
The  Unit  Commander  for  this  traffic  unit 

is  located   in  the  Administrative  Head- 
quarters   TO    I NSURE    SUPERVl SORY    COORD1 NATI ON 

of  all  units  of  the  traffic  division.      this 
office   is  to  accommodate  three  supervisory 
officers  for  the  unit  whose  major 
functioning  will  be   in  the  street.      the 
Office  should   include: 

A.  3  DESKS 

B.  5  CHAIRS  AND  A  MAGAZINE  TABLE 


CONSOLIDATED  DIVISION 


CLERICAL-ADMINI  STRATI  VE    AREA 


c.  3  ft.  counter  width  of  room  with  6 
fi  l_e  drawers  under  and  adj  ustable 
shelving  and  division  map  above 

d.  4  coat  closets 

4 a)    Lavatory,  including:  50  sq.  ft. 

a.  water  closet 

b .  lavatory 

C .   SHOWER 

Detecti  ve  Area 

5)  Office  -  Detective  Unit  Commander:  270  sq.  ft. 
The  Detective  Unit  Commander  is 

responsible  for  supervision  of  the  unit 
detectives  and  for  coordi nati  on  of  thei  r 
operation  with  the  bureau  of  cri  m1nal 
Investigation.      He  will  interview  both 
W1TNESSIS  AND   SOMPLAI  NTAnTS   IN   Hi§ 
office.     The  office  should  include: 

a.  desk  and  3  chairs 

b.  3  upholstered  chairs  and  magazine 

TABLE 

c.  3  ft.   counter  the  width  of  room 
with  6  file  drawers  under  and 
adjustable  shelving  and  divi  sion 
map  above 

d.  personal  coat  closet 

5a)         Lavatory ,  i  ncludi  ng :  50  sq.  ft. 

a.  water  closet 

b .  lavatory 

C.        SHOWER 

6)  DETECTIVE'S    ROOM:  700    SQ.    FT. 
THI  S  ROOM    I  S  TO  BE  USED    FOR    ASSEMBLY    AND 

DIRECTION    OF    THE    UNIT    DETECTIVES.        IT    IS 
ALSO    THE    ROOM    WHERE    DETECTIVES    WILL 
COMPILE   INVESTIGATION   REPORTS.        WHILE  THE 
DETECTI VES    ARE    TO    USE    THE    LOCKER    AND    WASH 
ROOMS     IN    THE  OFFICERS'      FACILITIES,     A    SMALL 
COAT    ROOM    SHOULD    BE    PROVI  DED   I  N  THIS    AREA 
FOR    THEIR    CONVENIENCE.        THIS    ROOM    SHOULD 
I NCLUDE: 

A.  DESK    (MUTUALLY    USED    BY    SUPERVISORS) 

B.  REFERENCE    TABLE  SEATI  NG    8     (6'     X     15') 

C.  3    FT.     COUNTER    THE    WIDTH    OF    ROOM 


CONSOLIDATED  DIVISION 
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9)    Office  -  Auto  Acci  dent  Investi  gators:  450  sq.  ft. 

The  offi  cers  i  n  this  area  i  nvesti  gate  all 
accidents  reported  to  the  police  in  the 
downtown  area.   these  are  generally 
"follow-up"  investigations  which  include 
the  taking  of  statements  from  drivers  and 
witnesses.   These  people  may  be  brought 
into  the  division  for  statements.  only  a 
small  percentage  of  the  acci dents  i  n  the 
downtown  area  are  reported  to  the  police. 
a  large  work  table  should  be  provi  ded  i  n 
thi  s  offi  ce  to  accommodate  an  i  ncrease  i  n 
accident  reporting.   the  room  should 

I NCLUDE: 

a.  2  desks  wi th  side  chairs 

b.  reference  table  (4'  x8')  seating  8 

c.  3  ft.  counter  the  width  of  room  with 
area  map  and  adjustable  shelves 
above,  file  drawers  below 

d.  office  supply  closet 

e.  2  personal  coat  closets 

10)  Office  -  Licence  Officers:  450  sq.  ft. 
These  officers  are  responsible  for 

routi  ne  checks  and  the  i  nvestigati  on  of 
complaints  against  all  persons  and 
businesses  licensed  by  the  clty.not  under 
the  supervi si  on  of  speci ali  zed  headquarters 
units.  This  includes  licenced  pushcarts, 
liquor  selling  establishments,  etc.  the 
office  should  include: 

a.  2  desks  and  4  si  de  chai  rs 

b.  reference  table  (4'  x  8'  ) 

c.  3  ft.  counter  the  width  of  room 
with  licence  files  under  and 
adj  ustable  shelv1  ng  and  di  vi  si  on 
map  above 

d.  office  supply  closet 

e.  2  personal  coat  closets 

11)  MEN'S  Toilet,    including:  280  sq.    ft. 

A.  3    WATER    CLOSETS 

B.  3    URINALS 

C.  5    LAVATORI  ES 
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12)  Women's   Toilet,    including:  100  so.  ft. 

A.  2    WATER    CLOSETS 

B.  2    LAVATORI  ES 


Total  Space  Required  -  Clerical-Administrative 

Area  5,390  sq.  ft. 


D. Personnel: 

The  followi  ng  personnel  are  esti  mated  on  the  basi  s  of  men  presently 
assigned  to  the  three  downtown  divisions  and  that  part  of  the  traffic 
Division  responsible  for  the  same  area.    In  most  cases  it  has  been 
assumed  that  the  total  number  of  personnel  wi ll  remai n  constant  or 
decline  with  the  consoli  dation  of  di  vi  si  ons  and  the  completion  of  the 
several  city  redevelopment  proposals.     only  those  officers  who 
function   i  n  the  cleri  cal-admi  ni  strati  ve  area.  are  listed  below   with 
the  exception  of  the  duty  supervisors.     only  one  of  these  is  required 
in  the  station  at  all  times. 

a.  Division  Commander  1 

b.  Duty  Supervi  sors 

DAYS  3 

1ST    HALF  3 

LAST    HALF  3 

RELI EF  1 

c.  Detective  Unit  Commander  i 

d.  Detective  Supervisors 

days  1 

NIGHTS  1 

RELI EF  1 

e.  Detectives  and  Special  Officers 

days  1  1 

NI GHTS  8 

RELIEF  12 

f.  Traffic  Unit  Supervisors 

days  3 

NIGHTS  1 

RELI EF  0 
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g.      Juvenile  Officers 

h.      Auto  Accident  Investigators 

i.      Licence  Officers 


j.      Divisional  Clerks 
days 

1  ST  HALF 
LAST  HALF 
RELI EF 

k.   Traffic  Clerks 
days 

Nl GHTS 
RELI EF 


Si  GNALMEN 
DAYS 
1ST  HALF 
LAST  HALF 
RELI EF 


E. 


VEHICLES; 


Dl  VISI  ON 


Traffi c 


Total 


Division  Commander 

Duty  Supervi  sors 

Crusiers 

Ambulances 

Wagons 

Cycles 


Pres. 

Proj. 

Pres. 

Proj  . 

Proj  ected 

3 

1 

0 

0 

1 

0 

2 

3 

3 

5 

6 
1 

6 

1 

0 
0 

0 
0 

6 
1 

3 

3 

0 

0 

3 

0 

0 

8 

3 

8 

Total  Vehicles- 

Clerical- 

Admi  nistrati  ve  Area 


13 


13 


I  1 


I  1 


24 
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OFFICERS'      FACILITIES 


A  . General: 

This   is  the  area  in  which  the  majority  of  poli  ce  officers  start  and 
fi  nish  each  tour  of  duty.     the  atmosphere  in  this  area  can  either 
project  to  the  officers  a  sense  of  professionalism   or,    as  in  the  past, 
a  feeli  ng  that  the  cops  have  been   stuck   i  n  whatever  space  was  left 
over.      Obviously,    the  new  facilities  should   impart  a  sense  of 
professionalism.     the  area  should  be  light,    well  appointed  and  have 
not  only  the  bare  essentials  but  also  those  slightly  excessive  areas 
and  faci li ti es  normally  provided  for  professional  personnel. 

The  Officers'   Lobby  is  not  only  a  ci  rculati on  space  but  the  specific 
area  which  establishes  the  general  atmosphere  upon  entering  and 
leaving.      it  should  include  a  large  planting  area  and  complete  mirror 
wall  to  permit  the  officers  to  check  their  appearance  prior  to  departi ng 

FOR  DUTY. 

The  Guard  Room  is  a  multi -function  room.   It  should  accommodate 
orderly  formati  ons  of  up  to  one  hundred  men  and  have  faci  li  ti  es  for 
these  men  to  compile  reports  at  the  end  of  each  tour  of  duty.  the 
Guard  Room  i s  further  the  recreation  room  for  officers  both  arriving 
early  for  duty  and  on  thei  r  lunch  breaks.   a  lounge  and  recreational 
area  should  be  provided  for  this  latter  function.  a  small  pantry- 
ki  tchen  room  should  also  be  provi  ded  so  that  the  offi  cers  may  make 
hot  coffee  during  lunch  and  upon  returning  from  winter  duty.   however, 
because  the  public  does  not  always  understand  that  police  officers  also 
relax  during  lunch  breaks,  these  faci li  ti es  should  be  removed  from 
publi c  observati on . 

a  large  locker  should  be  provi ded  for  each  officer,  suffi ci ent  to 
contain  a  set  of  civilian  clothes,  a  complete  change  of  uniform, 
foul  weather  gear  and  miscellaneous  personal  items.   the  circulation 
space  and  benches  i n  the  locker  rooms  should  provi  de  for  a  maxi  mum 
of  one  third  of  the  number  of  personnel  (lockers)  spec1  fi  ed  for  the 
respective  areas. 

THE    OFFICERS'     FACI  LI  TIES  SHOULD    BE    A    RELATIVELY    I  NDEPENDENT  UNIT    WITH 

both  di  rect  foot  accesses  and  access  to  the  police  vehicular  area. 
However,  the  lobby  should  connect  directly  to  the  clerical  room  and 
Administrative  Area,  permi  tti  ng  both  the  transfer  of  i  nformati  on  and 
reports  and  a  general  supervi  sion  of  the  officers'  area. 


CONSOLIDATED  DIVISION 
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Flow  Diagram: 


ENTRANCE    FROM 


STREET 

POLICE  VEHI  CLE  PARKING  AREA 


C  . Space  Requirements; 

1)  Lobby,  including: 

a.  large  planting  area 

b.  full  mirror  wall 

c.  drinking  fountain 


650    SQ.    FT. 


2)  Guard  Room,    including: 

a.  formation  space  for   100   men 

b.  3  tables   (3'    x  8'  )    seating 
8  people   each 

c.  2  bulletin  boards   (15'    x  25') 

d.  lounge  area  with  2  couches,    6 
upholstered  chairs  and  2   magazine 

TABLES 
E.         RECREATION  AREA    WITH    2     PING-PONG 
TABLES 


3,000    SQ.    FT. 


2a)  Pantry-Ki tchen,    including: 

a.      pulman  kitchen  unit  containing  sink, 
range  and  refri gerator 


100     SQ.    FT. 


CONSOLIDATED  DIVISiON 
officers'    facilities 

b.      counter  (2'   x  6'  )  with  cabinets 
above  and  below 

3)  Locker  Area   (or  rooms),    including:  6,000  sq.  ft. 

a.  425   lockers   (2'  x  2') 

b.  adequate  benches 

4)  Washroom,    including:  800  sq.  ft. 

a.  6  water  closets 

b.  6   uri  nals 

c.  10   lavatori  es 

4a)  Shower  Room,    including:  280  sq.  ft. 

a.  6  shower  stalls 

b.  clothes  bar  and  two  benches 

5)  Sergeants  Locker  Room,    including:  800  sq.  ft. 

a.  48  lockers   (2'    x  2'  ) 

b.  adequate  benches 

6)  Sergeants  Washroom,   including:  240  sq.  ft. 

a.  2  water  closets 

b.  2  uri  nals 

c  .      4  lavatori  es 

7)  Shower  Room,    including:  80  sq.  ft. 

a.  2  shower  stalls 

b.  wall  clothes  hooks  and  bench 

8)  Lieutenants   Locker  Room,    including:  200  sq.  ft. 

a.  18  lockers 

b.  adequate  benches 

8a)  Lieutenants  Rest  Room,    including:  200  sq.  ft. 

a.      table  seating  four  people 
e.      couch,    2  upholstered  chairs  and 
a  magazi ne  table 

9)  Lieutenants  Washroom,    including:  120  sq.  ft. 

a.      1   water  closet 
b  .      2  uri  nals 

c.  2  lavatori  es 
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9a)         Shower  Room,    including:  80  sq.  ft. 

a.  2  shower  stalls 

b.  wall  coat  hooks  and  bench 


Total  Space  Required  -Officers'    Facilities  12,550  sq.  ft. 


Personnel: 


The  followi  ng  personnel  li  sti  ng  shows  the  number  of  personnel  for  three 
downtown  divisions  and  the  Traffic  Unit.  It  is  provi  ded  to  show  the 
different  functi  ons  of  the  police  offi  cers  and  to  establish  the  basis 
FOR  LOCKER  AND  WASHROOM  REQyiRgM.ENT§.   iT  has  been  assumed  that  no 
increase  i  n  The  total  number  of  divisional  officers  Will  be  required 
by  the  consoli  dati  on  of  di  visi  ons  or  the  completi  on  of  redevelopment 
proposals  for  the  downtown  area.   the  number  of  officers  for  the 
Traffic  Unit  shows  a  sli  ghtly  i  ncreased  projection.   The  li  st  does 
not  i nclude  officers  who  have  been  provi ded  wi  th  lockers  or  closets  in 
the  cleri  cal-admi  ni  strati  ve  area. 

1)    lieutenants'  locker  room: 

a.  Duty  Supervi  sors 

DAYS  3 

1ST  HALF  3 

LAST  HALF  3 

RELI  EF  1 

b.  Traffic  Unit  Supervisors 

DAYS  3 

NI GHTS  1 


Total  14 

2)    sergeants'  locker  room": 

a.   Division  Sergeants 

DAYS  7 

1ST  HALF  6 

LAST  HALF  5 

RELIEF  '  10 
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Detecti ve  Sergeants 

days  1 

1ST  HALF  1 

last  half  1 

Traffic  Supervising  Officers 

days  6 

1ST    HALF  2 

RELI EF  4 


Total  43 

3)  Main   Locker  Room: 

a.  Division  Clerks 

days  § 

1ST  HALF  4 

LAST  HALF  3 

RELI EF  4 

b.  Si gnalmen 

DAYS  3 

1ST    HALF  3 

LAST    HALF  3 

RELI EF  0 

c.  Crusier  Men 

DAYS  1  2 

1  ST    HALF  1  2 

LAST    HALF  1  2 

RELI EF  0 

d.  Wagon  and  Ambulance  Men 

days  8 

1ST    HALF  8 

LAST    HALF  6 

RELI EF  0 

E.         ROUTEMEN 

DAYS  31 

1ST  HALF  3  4 

LAST  HALF  31 

RELIEF  64 


Tagging  Officers 
days 
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Special  Detai  ls 
days 

1ST  HALF 
LAST  HALF 
RELI EF 


1  4 
2 
2 
0 


H.        DETECTIVES    AND    SPECIAL    OFFICERS 
DAYS 
NI  GHTS 
RELI EF 


1  1 

8 

1  2 


i.      Traffic  Clerks 

DAYS 

1ST    HALF 


Traffi  c   Postmen 
days 

1ST  HALF 
RELI EF 


60 

5 
31 


k.   Traffic  Cyclemen 
days 
1  ST  half 
RELI EF 


l.   Traffic  -  Walking  Taggers 

DAYS 

1ST  HALF 

RELI  EF 


Total 


411 


Total  Personnel  -Officers'    Facilities 


468 


E. 


Vehicles; 


All  vehicles  for  the  Consolidated  Division  have  been  listed  under  the 
Clerical-Administrative  Area. 


PRISONER  AREA 
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General: 


The  Prisoner  Area  is  where  all  persons  arrested  by  officers  of  the 
Consolidated  Division  are  taken  for  booking,  interrogation  and  detention 
until  released  or  deli  vered  to  either  City  Prison  or  the  Boston 
Municipal  Court.   The  program  that  follows  assumes  one  exception  to 
the  above.   It  i  s  that  in  the  future  all  persons  arrested  for 
drunkenness  wi  ll  betaken  directly  to  either  City  Pri  son  or  an 
alcoholic  processing  center  for  booking  and  detention.  wi  th  this 
assumption,  the  prisoner  area  should  accommodate  approximately  7 

PRISONERS  ON  THE  AVERAGE  DAY.   On  THE  TWENTY  PEAK  DAYS  THERE  WILL 

be  an  estimated  average  of  2  1    prisoners. 

The  Prisoner  Area  should  be  physically,    visually  and  accousti cally 
isolated  from  the   remaining  area  of  the  consolidated  division  and 
Headquarters.      It  i  s  an  area  beyond  whi ch  no  prisoners  should  penetrate. 
However,    the  pri  soner  lobby  should  be  inclose  proximity  to  the 
administrative-clerical  staff  which   is  responsible  for  the  booking 
and  supervi si  on  of  prisoners. 

the  vehicular  entrance  to  the  prisoner  lobey  and  the  detention 
facilities  will  be  mutually  used  wi  th  the  bci  ,    which  maintains  an 
independent  prisoner  area. 

the  process1  ng  of  prisoners  includes  transfer  from  the  poli ce  wagons 
to  the  prisoner  lobby;      the  admi ni strati  on  of  fi  rst  ai  d  when  required; 
legal  and  descriptive  booking;    detention;   and  transfer  back  to  the 
police  wagons  for  delivery  to  either  clty  prison  or  court, 
Occasionally  prisoners  will  be   interrogated  at  some  point  during 
the  above  process. 

functl'onal  descriptions  accompany  the  space  requirement  for  the 
respective  rooms  of  the  prisoner  area. 

the  number  of  cells  specified  for  detenti  on  faci  li  t!  es  i  s  to 
accommodate  the  average  day'  s  prisoners  for  both  the  consolidated 
division  and  the  bci.      prisoners  will  be  i  nterm 1  ttently  transferred 
to  City   Prison  when  the  cell  block  approaches  capaci  ty.     It  is 
estimated  that  this  will  occur  on  less  than  forty  days  each  year. 


CONSOLIDATED  DIVISION 
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B  . Flow   Diagram; 


TO  RECEPTI ON- 
CLERI  CAL  ROOM 


EC!   PRI  SONER  LOBBY 


C. Space  Requirements; 

l)    Prisoner  Lobby: 

.  The  Prisoner  Lobby  i  s  to  be  the  entrance  and 
control  point  for  all  prisoners  that  are 
brought  to  headquarters.   extra  large  doors 
should  be  provi ded  throughout  the  lobby  to 
faci li  tate  the  transfer  of  prisoners  from 
the  police  wagons  to  the  lobby  and  then  to 
the  adjacent  booking,  detenti  on  and  inter- 
rogation rooms.   evi  dence  i  s  also  brought 
through  the  prisoner  lobby  for  storage. 
The  Lobby  should  contai n  only  a  pri soners' 
bench  and  a  drinking  fountain. 


500    SQ.    FT. 


1a)  Lavatory,    including: 

a.      1    water  closet 

B.  1     URINAL 

C .  1     LAVATORY 


60    SQ.    FT. 
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2)    Legal.  Booking  Room: 

thi  s  room  i  s  used  for  the  off)  cial  arrest 
booking  of  prisoners.   this  function  is 
performed  by  poli  ce  officers  of  the 
Administrative-Clerical  staff.  The  room 
should  be  separated  from  the  pri soner 
Lobby  by  a  grille.   It  should  contain  a 
3  ft.  by  8  ft.  counter  qi  rectly  under  the 
grille  to  hold  a  poli ce  arrest  book.   there  should 
be  storage  space  under  the  counter  for  envelopes 
to  contain  the  personal  items  taken  from 
prisoners.   These  envelopes  are  then  secured  in 
the  Evi  dence  Storage  Room  pendi  ng  release  or 
transfer  of  the  prisoner. 


80  SQ.  FT. 


3)         Descriptive  Booking  Room: 

The  Descriptive  Booki  ng  Room  i  s  an  area  where 
a  pri soner  i  s  taken  followi  ng  hi  s  legal 
booki ng  for  the  purpose  of  obtai ni ng  fi nger- 
prints,  descriptive   i  nformat1  on  and  for 
photographing  a  "mug  shot."      this   i  nfor- 
mat1  on   i  s  then  placed  on  a  card  and  sent  to 
the  Records  Bureau  for  verification  of  the 
i denti ty  of  the  prisoner  and  for  further 
information   regarding  a  previous  criminal 
record.     Any  past  information  regarding  the 
prisoner   is   relayed  frcm  the  records  bureau 
to  the  offi  cer  investi  gati  ng  the  case  ei ther 
by  telephone  or  by  delivery  of  the  record. 


500  SQ.  FT. 


THI  S  ROOM  SHOULD  INCLUDE; 

A.  FINGERPRINT  TABLE  (5'   X  5'  ) 

B.  CAMERA  WITH  STAND-UP  PHOTO 
BACKGROUND  AND  CHA1 R 

C.  SCALE  AND  HEIGHT  MEASURES 

D.  1  DESK  AND  SI  DE  CHA1  R 

E.  PRISONERS'   BENCH 

F.  OFFICE  SUPPLY  CLOSET 


4)    Detention  Facilities: 

The  cell  block  should  contain  12  cells 
(8'  x  8')  each  containing  2  benches  and  a 
water  closet.   the  circulation  space  around 
the  cells  should  be  extra  wide  to  permit 


2.800  SQ.  FT. 
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smooth  handling  of  prisoners.   the  room 
should  be  bugged  wi  th  a  tape  recorder  and 
a  mi crophone  connected  to  the  clerical 
room  so  that  officers  may  "keep  an  ear" 
on  any  disturbances  in  the  area.   the  cell 
block  requi res  excepti onally  good  vent! lati on 
and  lighting.   facilities  should  ee  provided 
for  dai  ly  cleaning  wi  th  hot  water  or  steam 
hoses.  Four  of  the  cells  specified  should  be 
isolated  for  special  prisoners. 

4a)    Prisoners'  Showers;  200  sq.  ft, 

two  small  rooms  should  be  provi  ded  where 
prisoners  may  individually  shower,  wash, 
or  shave  prior  to  thei  r  appearance  in  court. 

4b)    PantrY-Ki tchen:  100  sq.  ft. 

a  small  pantry-ki tchen  should  be  provi ded 
so  that  officers  may  supply  the  prisoners 
wi  th  hot  soup  and  coffee  duri  ng  the  dl  ni  ng 
hours.  The  room  should  include: 

a.  pullman  kitchen  uni  t  wi  th  sink, 
range  and  refrigerator 

b.  counter  (2'  x  6'  )  with  cabinets 
above  and  below 

5)  First  Aid  Room:  160  sq.  ft. 
occas i  onally  when  prisoners  have  minor 

injuries  ei  ther  the  commanding  offi  cer  or 
a  local  doctor  will  issue  first  aid  at  the 
Division  rather  than  transport:  ng  the 
prisoner  to  the  City  Hospital.   The  First 
Aid  Room  should  be  well  lighted,  ventilated, 
and  contai n : 

A.  examination  and  treatment  table 

B.  CHAIR 

c.  counter  with  sink,  cabinets 
above  and  below 

6)  Interrogation  Room:  200  sq.  ft. 
thi  s  room  i  s  used  for  the  i  nterrogati  on 

of  prisoners.   the  room  should  be 
directly  adjacent  to  the  prisoners  lobby 
and  contai  n  a  "  one-way  mi  rror'  '  perm  i  tti  ng 
offi  cers  to  observe  the  i  nterrogation  from 


CONSOLIDATED  DIVISION 


PR!  SONER    AREA 


the  lobby,  without  the  knowledge  of  the 
prisoner.   This  room  should  be  "  bugged" 
wi  th  a  tape  recorder,  and  include: 

a.  desk  for  interrogators 

b.  desk  for  stenographer 

c.  4  si  de  chai  rs 

7)  Evidence  Storage   Room:  250  sq.  ft. 

Thi  s  room   i  s  to  accommodate  cri  mi  nal 
evi dence   relati ve  to  crimes  UNDER   I NVES- 
ti  gati  on  by  officers  of  the  consoli  dated 
Division.      It   is  also  to  accommodate   found 
and  recovered  property.     jtems  to  be  stored 
i  n  thi  s  room  range   from  small  personal 
articles  to  bicycles,    tables,    etc.      the 
items  are  brought  through  the  prisoner  lobby, 
checked,    recorded  and  secured  by  officers  of 
the  administrative  staff  and  either  returned 
to  owners  or  sent  to  the  warehouse  of  the 
Property  Clerk.      The  room   should  contain  50 

LOCKERS  (2'  X  2' )  AND  HAVE  BULK  STORAGE  SPACE. 


Total  Space  Required  -  Prisoner  Area  4,850  sq.  ft. 
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Program 


Field  Service  Center 
Boston  Police  Department 


A. General  Requi  rements 

The  Field  Service  Center   is  to  physically  accommodate  those  Units  pri- 
marily responsible  for  the  purchase,    issue,   service  and  mai  ntenance  of 
Departmental  equipment.      The  Units  to  be  included  i  n  the  Center  are: 

i)     Property  Clerk' s  Unit 

2)  Communications  Unit,    comprised  of 

a.  Signal  Service 

b.  Radi  o  Repai  r 

3)  Vehicular  Maintenance  Unit 

It  is  not  necessary  that  the  Field  Service  Center  be  located  in  close 
proximity  to  the  proposed  headquarters.     however,   the  center  should  be 
centrally  located  wl  th  respect  to  rapi d  vehi cular  access  to  headquarters 
and  all  areas  served  by  the  department. 

The   flow  diagram   ON  the  following  page   illustrates  THE   FUNCTIONAL  RE- 
LATIONSHIP of  the    units  within  the  Center.      There  are  essentially  two 
distinct  areas.      the  first  is  the  administrative  office  area  for  the 
above    Units.      For  the  Communications  Unit  this  is  a   field   office,    in 
that  the  main   administrative   office  is  located  in  headquarters  close  to 
the  nerve  center  of  the    communications  network  which   it  services.     the 
second  area  i  s  the  operati  onal  area  for  the  above    units.      descriptions 
of  the  functions  and  activities  to  be  accommodated  i  n  the  administrative 
and  operati  onal  areas  are  included  in  the  respective  programs  that 

FOLLOW  . 

The  equi  pment  i  ncluded  under  the  i  ndi  vi  dual  rooms  and  areas  of  the 
following  program  has  been  provided  to  facilitate  planning.   equipment 
other  than  that  which  significantly  determines  the  functioning  has  been 
omitted.  all  sizes  indicated  are  approximate  and  should  be  speci fl cally 
determined  during  the  development  of  architectural  plans.  special 
power  supplies,  utilities  and  structural  requi  rements  should  also  be  de- 
termined dur1  ng  the  development  of  architectural  plans. 


COMMUNICATIONS 
DEPARTMENT 


PROPERTY   CLERK 


PUBLIC         PARKING  (12        CARS) 

I  M  COMMUNICATIONS 

I  :|  PROPE  RTY      CLERK 

B  VEHICLE  MAINTENANCE 


BOSTON  POL  ICE  DEPARTMENT 

FIELD       SERVICE  CENTER 


Program 


Field  Service  Center 
Boston  Poli  ce  Department 


C. 


Condensed  Space  Requi  rements 


B-l 


Administrative  Area: 


A.     Common  Facilities 

1 .  Mai  n   Lobby 

2.  Public  Men' s  Toilet 

3.  Public  Women'  s  Toi  let 

4.  Employees  Washroom 

5.  Lunch  Room 


500  sq.  FT. 

80  SQ.  FT. 

100  SQ.  FT. 

200  SQ.  FT. 

250  SQ.  FT. 


Total 


1  ,  130    SQ.    FT. 


B.      Communications  Department 
.  i.     Reception-Clerical  Room 

2.  Office  -  Field  Director  of 

Signal  Service 

3.  Office  -  Field  Director  of 

Radio  Repai  r 


500  SQ.  FT. 
120  SQ.  FT. 
120    SQ.    FT. 


Total 


740   SQ.   FT. 


C .      Property  Clerk 

20.   Reception-Clerical  Room 
21  .   Office  of  Property  Clerk 
a.      lavatory 


500    SQ.   FT. 

250    SQ.   FT. 

30    SQ.   FT. 


Total 


780  SQ.    FT. 


D ,     Vehi  cular  Mai  ntenance 

40.   Reception-Clerical  Room 
a.     Record  Storage  Room. 
4i.   Office  -  Supervisor 
42.   Office  -  Assistant  Supervisors 


500  SQ.  FT. 

60  SQ.  FT. 

150  SQ.  FT. 

200  SQ.  FT. 


Total 


Total 

Circulation  at  25  percent 


Total  Space  Required  -Administrative  Area 


910  SQ.  FT. 


3,560  SQ.  FT. 
890  SQ.  FT. 


4,450  sq.  FT. 


Program 


Field  Service  Center 
Boston  Police  Department 


B-2        Operational  Area: 

A..     (No  Common  Facilities) 


B.     Communications  Department 

4.  Lunch  Room 

5 .  Washroom 

6.  Locker  Room 


650  SQ.  FT. 
500  SQ.  FT. 
500    SQ.    FT. 


Total 


1 ,650   SQ.   FT. 


Communications  Department-Signal  Service 
.7.  Battery  Room 

8.    Electric  Shop 

? .   pa)  nt  Shop 
iq.   Machi  ne  Shop 

a.  Tool  Cri  b 

b.  Stock  Room 
ii.    Pi pe  Shop 

12.   Operational  Stock  Room 
i 3 .   Stock  Room 
14.   Cable  Storage  Room 
is.   Garage 


120 

SQ. 

FT 

900 

SQ. 

FT 

1 

,800 

SQ. 

FT 

2, 

,200 

SQ. 

FT 

100 

SQ. 

FT 

160 

SQ. 

FT 

2 

,000 

SQ. 

FT 

2, 

,800 

SQ. 

FT 

2, 

,400 

SQ. 

FT 

2, 

,000 

SQ. 

FT 

4, 

,800 

SQ. 

FT 

Total 


19,280   SQ.  FT. 


Communications  Department  -  Radio  Repair 

16.  Vehicle  Area 

17.  Repair  Shop 

1 8 .  Laboratory 

19.  Stock  Room 


600  SQ.  FT. 
160  SQ.  FT. 
200  SQ.  FT. 
800    SQ.    FT. 


Total 


1,760  sq.   ft. 


Property  Clerk 

22.  Storage  Room  240  sq.  ft. 

23.  Uniform  Storage  and  Distribution 

Room  5,500  sq.  ft. 

24.  Auction  Space  750  sq.  ft. 

25.  Lost,    Found  and  Recovered  Property  3,600  sq.  ft. 

26.  Supply  Storage  Room  2,800  sq.  ft. 


Program 

Field  Service  Center 
Boston   Police  Department 


27 .  Garage 

28.  Lunch  Room 

29 .  Washroom 

30.  Locker  Room 


600   SQ.  FT. 

200   SQ.  FT. 

180    SQ.    FT. 

80    SQ.   FT. 


Total 


13,950   SQ.  FT. 


Vehi  cular  Mai  ntenance 


43, 


44, 
45. 
46. 


Garage 

a.      Body  Shop 

b  .     Motorcycle  Shop 

Lunch  Room 

Washroom 

Locker  Room 


12,600  SQ.  FT. 
3,200  SQ  .  FT. 
2,200    SQ.   FT. 

320    SQ.   FT. 

300    SQ.   FT. 

280  SQ.     FT. 


Total 


18,900   SQ.   FT. 


Total 

Circulation  at  25  percent 


55,540  sq.  ft. 
13,885   SQ.  FT. 


Total  Space  Required  -Operational  Area 


69,425  sq.  ft. 


Totals  - 

B-1      Administrative  Area 
B-2     Operati  onal  Area 


4,450   SQ.  FT. 
69,425   SQ.  FT. 


Total  Space 
Miscellaneous 


73,875  sq.  ft. 

125    SQ.   FT. 


Total  Space  Requi  red  -  Fi  eld  Servi  ce 
Center 


74,000   SQ.  FT. 


Parking  area: 


Vehi  cular  Mai  ntenance 

Yard  A  -   Police  Vehicle  Storage 
Yard  B  -  Stolen  Car  Storage  Area 

Public   Parking 

Employee  Parki  ng 


20    CARS 


12    CARS 
60    CARS 


ADMINISTRATIVE    AREA 


B- 


MS 


mm 


ADMINISTRATIVE  AREA 


GENERAL    FACILITIES 


General: 


The  common  facilities  listed  below  are  to  be  used  by  the  public  and 
by  the  employees  of  the  three  departments  comprising  the  field 
Administrative  Unit.     The   i  ndependent  faci  li  ti  es  for  the  respective 
units  are  listed  on  the  following  pages. 


Flow  Diagram  : 


communications     unit 
property  clerk's  office 
vehicular  mai ntenance 


.^•^ 


Space  Requirements: 


Main  Lobby,    including: 

a.  directory 

b.  small  police  di  splay 


500    SQ.    FT. 


2)  Public  Men1  s  Toilet,    including: 

a.      1   water  closet 

B.  1     URI  NAL 

C.  2    LAVATORI  ES 


80    SQ.    FT. 


3)  Public  Women' s  Toi  let,  including: 

a.  2  water  closets 

b.  2  lavatories 


100  SQ.  FT. 


4)  Male  Employees  Washroom,  including: 

a.  2  water  closets 

b.  2  urinals 

c.  4  lavatori  es 

5)  Lunchroom  to  accommodate  10  people,  including; 

a.  lounge  area  with  6  chairs  and 

magazine  table 

b .  lunch  table  seati ng  1 0  people 


200  SQ.  FT. 


250  SQ.  FT. 


Total  Space  Requi  red  -  General  Faci  li  ties 


I, 130  SQ.  FT. 


D. 


Parking  Requirements; 


ADMINISTRATIVE  AREA 


GENERAL  FACILITIES 


A.  UNIT  DIRECTORS 

B.  DEPARTMENT  AND  PUBLIC 


4  SPACES 
8  SPACES 


Total 


12  SPACES 


ADMINISTRATIVE  AREA 


COMMUNICATIONS    UNIT 


A.  General: 

The  communicati  ons  Unit  is  comprised  of  the  Signal  Service  and  the 
Radio  Repair  Unit.     The  Signal  Service  is  responsible  for  maintenance 
of  the  entire  signal  system  and  all  related  and  associ  ated  equi  pment. 
This  unit: 

1)  Supervises  all  telephone  services  i  n  the  Department. 

2)  Installs,    maintains  and  repai  rs  all  electrical  equipment  in 
the  Department. 

3)  Plans,    designs  and  constructs  all  new  communicati  on  li  nes  and 
cagles  for  the  department. 

4)  Furnishes,    mai  ntai  ns  and  installs  trunk  li  ne  cables  between 
HiABQUAatlBS  Am  THE  ©iVi§i©fci§, 

5)  Furnishes,    mai  ntai  ns  and  installs  taxi  cab  poles,    signs,  police 
signal  boxes  and  all  other  police  street  equipment. 

The  Radio  Repair  Unit  is  responsible  for  installation,    maintenance 
and  repai  r  of  all  transmitting,    recei  ving  and.  wired  broadcasting 
equipment  and  its  associated  instrumentation  throughout  the  depart- 
MENT. 


B  . Flow  Diagram: 


ADMINISTRATIVE  AREA 


COMMUNICATIONS    UNIT 


C  . Space   Requirements: 

1)  Clerical,    Reception  and  Reference  Room, 
i ncludi ng: 

a.   2  clerical  desks 

B.   4'  X  8'  REFERENCE  TABLE 

c.  12  standard  file  drawers 

d.  closet  for  office  supplies 

e.  coat  closet 

f.  3  reception  chairs  and  coat  rack 

g.  wall-hung  plan  rack 

2)  Office  -  Field  Director  of  Signal  Service 

a.   desk,  3  chairs  and  16  feet  of  wall 
shelvi  ng 

3)  ©FFiSE  =  FiIL§  BlRgSTOR  §F  RAB'Q  RiFA!  R. 

A.   DESK,  3  CHAIRS  AND  16  FEET  OF  WALL 
SHELVI  NG 


500  SQ.  FT. 


120  SQ.  FT. 


]2Q   §§,  FT. 


Total  Space  Required  -Communications  Unit 


740    SQ.    FT. 


Pfpsdnnfi 


1)  Assistant  Director  of  Signal  Service 

2)  Clerks   (signal  service) 

3)  Assistant  Chief  Radio  Operator 

4)  Clerks  (radio  repair) 


proj- 
present    ected 


Total  Personnel-Administrative  Area 


Vehicles:         (Listed  under  Servi  ce  Area) 


ADMINISTRATIVE  AREA 


OFFICE  OF   THE  PROPERTY 
CUERK 


A  . General: 

The  Property  Clerk's  Office   is  responsible  for: 

a.  the  purchasing  of  all  supplies,  materials  and  equ1 p- 
ment  for  the  police  department.      (recording  and  storage) 

b.  the  issuing  of  supplies,    materials  and  equipment  to 
Departmental  personnel  and  units 

c.  the  issuing  of  all  repair  orders  for  department 
equ1  pment 

d.  the  storage,    recording  and  disposition  of  all  lost, 
recovered  and  abandoned  property 

vi  si  tors  at  this  department  i nclude  departmental  personnel  checki  ng 
requisitions,    orders  and  invoices;    salesmen,*   and  c  lai  m  ants  for 
property  and  stolen  automobiles. 


Flow  Diagram:  /*       "N. 


Space  Requirements: 


20)  Clerical  and  Reception  Area,  i  ncluding:  500  sq.  ft, 

a.  2  clerical  desks 

b.  2  counters   (3'    x   12') 

(one  to  be  a  reception  counter) 

c.  48  standard  file  drawers 

d.  closet  for  office  supplies 

e.  coat  closet  (4  people) 

f.  reception  area  -  3  chairs  and  coat 

RACK 

21)  Office  -  Property  Clerk,    including:  250  sq.  ft. 

A.  DESK 

B.  2  SI DE  CHAI RS 

C.  CONFERENCE  TABLE  SEATING  SIX 

D.  16  FT.  OF  WALL  SHELVING 

E.  COAT  CLOSET 


ADMINISTRATIVE  AREA 


OFFICE   OF   THE  PROPERTY 
CLERK 


21a)        Private  Lavatory  30  so.  ft. 

A.        WATER    CLOSET  I  NCLUDI  NG    LAVATORY 


Total  Space  Required  -Office  of  the 

Property  Clerk  780  sq.  ft. 


D. Personnel;  proj- 

PRESENT         ECTED 


1)  Property  Clerk 

2)  Clerks 


Total  Personnel  -Administrative  Area 


E  . Vehicles:        (listed  under  service  area) 


ADMINISTRATIVE  AREA 


VEHI  CULAR         MAI  NTENANCE 


General: 


The  Vehicular  Mai  ntenance  Unit,  while  under  the  authority  of  the 
Property  Clerk,    is  essentially  an   independent  unit.     Its  responsibilities 
i nclude: 

a.  service,    inspection,    repair  and  mai  ntenance  of  all 
departmental  vehi  cles,    including  radio  patrol  cars, 
combination  wagon  ambulances,    administration  cars, 
trucks  and  motor  cycles 

b.  storage  of  all  materials  required  for  the  above 
services 

c.  maintenance  of  records  for  all  departmental  vehicles 


Flow  Diagram: 


-f^^w 


C  . Space  Requirements: 

•  40)       Clerical  and  Reception  Space,    including:  500  sq.  ft. 

a.  3  clerical  desks 

b.  3'  x  10'  counter  with  7,  6"  x  16" 
fi  le  drawers  below 

c.  16  standard  file  drawers 

d.  3  reception  chairs  and  coat  rack 
e„  coat  closet  (6  people) 

f.   office  supply  closet 

40a)   Record  Storage  Room,  including:  60  sq.  ft. 

a.  adjustable  shelving  throughout 

41)   Office  -  Supervisor,  including:  150  sq.  ft. 

. A.   DESK 

B.  3'   COUNTER  THE  WI  DTH  OF  THE  ROOM  WITH 
4  STANDARD  FILE  DRAWERS  UNDER  AND 

ADJ  USTABLE  SHELVI NG  ABOVE 

C.  3  CHAIRS  AND  COAT  RACK 


ADMINISTRATIVE  AREA 


VEHICULAR         MAINTENANCE 


42)        Office  -  Assistant  Supervisors,    including: 

A.  2    DESKS 

B.  3'   COUNTER  THE  WI  DTH  OF  THE  ROOM 
WI  TH  SHELVES  ABOVE 

C.  4  CHAIRS  AND  COAT  RACK 


200    SQ.    FT. 


Total  Space  Required  -Vehicular 

Mai  ntenance 


910    SQ.    FT. 


Personnel: 


1)  Supervisor,    Automotive 

2)  Assistant  Supervisors   . 

3)  Clerks 


proj- 
present    ected 


Total  Personnel  -Administrative  Area 


EL Vfhi  ci_fs:         (listed  under  service  area) 


OPERATIONAL     AREA 


■   ;i 


OPERATIONAL  AREA 


The  Operational  Area  of  this  Center  is  comprised  of  the  independent 
facilities  of  the  property  clerk,    communications  unit  and  the 
garage.      The  Radio  Repair  Unit  should  be  located  adjacent  to  the 
garage  to  facilitate  cooperation  between  the  units  in  the  removal, 
repair  and  installation  of  radios  i  n  poli  ce  vehicles.     other  than  this 
there  is  essentially  no  working  relationship  that  requires 
communi  cati  on  between  these  respective  units.      the  loading  platform 
which   i  s  shown  as  a  common  facility  on  the  functi  onal  flow  diagram 
might  preferably  be  three  independent  platforms. 

the  employee  parking  lot,    a  desi  rable  common  facility,    is  not 
essential  if  the  field  service  center  is  located  in  proximity  to 
public  transportation.      however,    if  there   is  available  land,    the 
parki  ng  area  should  accommodate   60  cars . 

the  independent  facilities  fqr  the  property  clerk,  vehicular 
MA!NTINAN§I,    §i§NAL-  §ervi  gg  an,B  RABS  9  RgeA!  f?  UNI  T§  AP?e  L!  §Ti§  ©n. 
the  following  pages.     again   it  should  be  noted  that  the  equipment 
included  under  the   individual  rooms  and  areas   is   provi ded  to  faci li  tate 
planning  of  the  proposed  service  center.     equipment  other  than  that 
which  significantly  determines  the  functioning  of  an  area  has  been 
omitted.     all  sizes  indicated  are  approximate  and  should  be 
specifically  determined  during  the  development  of  architectural 
plans.      Special  power  suppli  es  and  other  utiliti  es  should  also  be 
determined  during  the  development  of  architectural  plans. 


OPERATIONAL  AREA 


COMMUNI  CATI  ON 


A. GENERAL: 

The  Communication  Unit  is  comprised  of  the  Signal  Service  and  Radio 
Repair   Units.     Their  basic   responsibilities  are  described  under  the 
Field  Administrative  facilities.     The  operational  areas  of  the 
respective  units  are  relatively  i ndependent  with  the  exception  of 
mutual  utilization  of  employee  facilities. 

The  operational  area  of  the  Signal  Service  is  to  provide  for  both 
light  and  heavy  maintenance  and  construction  functions.     the  area 
should   provide  for  the  movement  of  large  and  heavy  pieces  of  stock 
and  equi  pment,    preferably  by  means  of  an  overhead  crane  connecting 
to  all  areas  of  the  unit.     the  garage  should  be  secured  so  that 
tools  and  equipment  can  be  left  in  the  signal  service  vehicles  during 
the  night.     a  loading  platform  should  be  included  in  the  garage  to 
facilitate   movement  of  equipment,    and  extended  beyond  the  garage  to 
accommodate  exceptionally  large  equipment  and  trucks.      the  lunch- 
room  of  this  unit  can  be  used  as  a  waiting  room  during   inclement 

WEATHER. 

THE    OPERATIONAL    AREA    FOR  THE    RADIO    REPAIR    UNIT    IS    TO    PROVIDE    FOR 
LIGHTWEIGHT-TECHNICAL    FUNCTION.       THE    RADIO    REPAIR    WAGON   ISA 
COMPLETE  UNIT    THAT    IS    DISPATCHED    TO    REPAIR    STATIONARY    POLICE    RADIO 
EQUIPMENT    THROUGHOUT    THE    DEPARTMENT.       THE    MAJOR    PORTION    OF  THE    UNIT'S 
FUNCTION,     HOWEVER,     IS    THE    REMOVAL,     REPAIR    AND   INSTALLATION    OF    RADIOS 
IN    POLICE    VEHICLES.       THEREFORE,     IT    IS    ESSENTIAL    THAT    THIS    UNI  T  BE 
LOCATED    DIRECTLY    ADJACENT    TO    THE    POLICE    GARAGE. 


Flow  Diagram:     (Mutually  Utilized  Facilities) 


C.  Space  Requirements:        (Mutually  Uti  li  zed  Faci  li  ties) 

4)  Lunchroom,    including:  650  sq.  ft. 

a.  2  tables  seating  8   (3'    x   10') 

b .  10   lounge  chai  rs 

c.  magazine  table 

(this  room   is  also  used  as  awaiting 
room  duri  ng  i nclement  weather) 


OPERATIONAL  AREA 


COMMUNICATION         UNIT 


5)  Washroom,    including: 

a.  3  water  closets 

b.  3  uri nals 

c.  6  lavator1  es 

d.  4  showers 


500    SQ.    FT. 


6) 


Locker  Room,    including: 

a.      48,    2'    x  2'    lockers 


500  SQ.     FT. 


Total  Space  Required  -  (Signal  Service  and 
Radi  o  Repai  r) 


1 ,650   SQ.   FT. 


B,,         Flow  Diagram:     (Signal  Service) 


(    NOT  to  scale   ) 


TO    ADM 1 NI STRATI  VE  AREA 


&G 


LOADING  platform 


VEHICLE 


ENTRANCE 


OPERATIONAL  AREA 


COMMUNICATION        UNIT 


C,.         Space   Requirements:        (Signal  Service) 

7)  Battery  Room,    including:  120  sq.    ft. 

a.  charging  bench   (3'   x   8'  ) 

b.  charging  rack   (3'    x  8'  ) 

8)  Electric  Shop,    including:  900  sq.  ft. 

a.      2  benches  with  vises,    lamps,    etc. 

(4'   X  8') 

B.  BENCH  WITH  GRINDER  AND  DR1  LL  PRESS 
(4'   X  8') 

C.  SIGNAL  BOX  WIRING  BENCH  (4'  X  8'  ) 

D.  OFFICE  AREA  (8'  X  12')  WITH  DESK, 
2  CHAI  RS  AND  4  DRAWER  FI  LES 

E.  STOCK  AREA  (8'   X  12')  WITH  2  METAL 
STORAGE  CAB  I  NETS  (2'  X  3'   X  8'  )  ,  AND 

adjustable  12  inch  shelving 
THR§U§H§Ut 

9)  Paint  Shop,  including:  1,800  sq.  ft. 

a.  stock  area  (12'  x  12')  with  12 
inch  shelving  throughout 

b.  sand  blasting  booth  (8'  x  12') 

c.  air  and  water  spray  booth  (12'  x  12') 

d.  drying  room  with  oven  (8'  x  12') 

e.  ,  2  metal  storage  cabinets  ( 2'  x  3'  x  8'  ) 

f.  screen  storage  rack  (2'  x  4'  x  2'  ) 

g.  sign  storage  rack  (2'  x  8'  x  2'  ) 
h.  sign  drying  rack  (2'  x  8'  x  2'  ) 
i  .  screening  table  (4'  x  8'  ) 

j  .  lettering  table  (3'  x  8'  ) 

k.  painting  table  (4'  x  8') 

l.  revolving  pai  nting  table  (36"  diameter) 

m.  scotchlite  squeeze  roller  applicator 

(4'      X    4') 

n.      portable  sign  rack   (2'    x  4'    x  2') 
o.      miscellaneous  equipment 

10)  Machine  Shop,    including:  2,200  sq.  ft. 

a.  2  heavy  duty  benches(4'    x   1 6'  )    with 
vices,    grinder,  drill  press,    metal 
punch,    lamps,    etc. 

b.  toolmakers  lathe   (1'6"   x  6'    x  6'  ) 

c.  heavy  duty  lathe   (3'    x  8'    x  5'  ) 

d.  10   i  nch  heavy  duty  grinder  (2'    x  2'  ) 


OPERATIONAL  AREA 


COMMUNI  CATI  ON 


E.  PORTABLE  FLEXABLE  GRINDER 

F.  ABRASIVE  CUT-OFF  MACHINE  (2'  X  2') 

G.  METAL  CUTTING  CIRCULAR  SAW  (3'  X  3'  ) 
H.  METAL  CUTTING  BAND  SAW  (3'  X  3'  ) 

I  .  POWER  HACK  SAW  ( 2'  X  2'  ) 

J  .  MEDIUM  FLOOR- TYPE  DRILL  PRESS  (3'   X  3'  ) 

K.  LARGE  FLOOR- TYPE  DRILL  PRESS  (  4'  X  4'  ) 

L.  MI  LLING  MACHI  NE  (  3'  X  3'  ) 

M.  AIR  COMPRESSOR  (3'  X  3'  ) 

N.  I  NDUSTRIAL  CLEANI  NG  MACHINE  (3'  X  3'  ) 

0.  PEDESTAL  ANVIL  (2'  X  2'  ) 

P.  SHEET  METAL  SQUARI  NG  SHEARS  (31  X  5') 

Q.  SHEET  METAL  FOLDING  AND  BENDING  BRAKE 

(3'   X  5') 

R.  SHEET  METAL  STORAGE  RACK  (  1  '  X  8'  X  4'  ) 

S.  HYDRALI  C  ARBOR  PRESS  (  3'  X  5'  )  • 

T.  WELDING  BENCH  (4'  X  12')  WITH 

§6LBIRilN§   FU8NA61,    ^eLTI  NS   FU8NASI, 

HEAT  TREATING  FURNACE,  BUNSEN 

BURNERS,   ETC. 
U.    PORTABLE  ARC  WELDI  NG  MACHI NE 
V.   LARGE  AND  SMALL  BAND  SAWS 

(3'   X  5'  AND  2'  X  4'  ) 
W.   PLANER  (  3'  X5') 
X.   SLOP  SINK 

Y.   AIR  COMPRESSOR  (3'   X  3'  ) 
Z.    MISCELLANEOUS  SHOP  EQUIPMENT 
Zl..   OVERHEAD  CRANE 

10a)   Tool  Crib,  including:  100  so.  ft. 

a.  2  ft.  counter  with  20  drawers 
(8'  x  1'6"  x  2'  ),  and  5  sliding 
trays  below  (4"  x  1  >  6"  x  2'  ) 

b.  2  tool  boards  ( 4'  x  8'  ) 

c.  50   ft.    of  adjustable   12  inch 
-  shelvi ng 

10b)        Stock  Room,    including:  160  sq.  ft. 

a.  50   ft.    of  adjustable   12  inch 
shelvi ng 

b.  shelving  rack  (2'    x  8'    x  8'  )    with 
verti  cal  storage  racks  at  each  end 

c.  2  ft.    counter  with  20   drawers 

(4"      X     1  '  6"      X    2*) 


OPERATIONAL  AREA 


COMMUNICATION        UNIT 


11)        Pipe  Shop,    including: 

a.  stand-up  desk 

b.  standard   4  drawer  filing  cabinet 

c.  3   pi  pe  storage   rack   ( 3'   x   8'  ;    3'    x 

1  0'     AND   3'     X    22'  ) 

D.  16    STORAGE    BI  NS   (2'     X  2'     X    2'  ) 

E.  ROAD    BARRIER    STORAGE    RACK 
(2'      X     16'      X    3'  ) 

F.  100    FT.    OF  WALL    SHELVING 

G.  2    METAL    TOOL  LOCKERS    (2'     X   3'     X    8'  ) 
H.  HAVY    DUTY    BENCH     FOR    ROAD    BARRIERS 

(3'      X    8') 
I  .        BENCH    WI  TH    VISES    AND    PI PE    CUTTER 

(4'      X    20'  ) 
J.        BENCH    WITH    METAL    PUNCH     (4'     X    12') 
K.         BENCH    WITH     MEDIUM     DRILL    PRESS 

(  4'      X     1  2'  ) 
L.       HYORALie    PIPE   SENSES    (  4<    U!) 
M.       PIPE    AND    BOLT    THREADER     (2'     X    2'  ) 
N.         TRASH    BIN     (5'     X    5'      X     4'  ) 
O.        SLOP    SI NK 
P.         MISCELLANEOUS    EQUIPMENT 


2,000    SQ.    FT. 


12)    Operational  Stock  Room,  including: 

a.  sand  storage  bin  (4'  x  6') 

b.  cement  storage  platform  (4'  x  6'  ) 

c.  salvage  room  (10'  x  12') 

(all  the  above  open  directly  onto 
the  loading  platform) 


2,800    SQ.    FT. 


13)  Stock   Room,    including: 

a.  wai  ting  area 

b.  16  ft.  service  counter  with  12  card 
card  file  drawers  (5"  x  8")  and  4 
standard  fi  le  drawers  below 

C.  DESK 

D.  10  METAL  SHELVING  RACKS  (2'  X  24'  X  8 

E.  1  SLIDING  TRAY  RACK  (2'  X  24'   X  8') 

F.  6  METAL  STORAGE  CABINETS  (2'  X  3'  X  8' 

G.  VERTICAL  BAR  AND  PIPE  RACK  (1'   X  16') 
H.  VERTICAL  SHEET  METAL  RACK  (1«   X  8'  ) 

I  .   HORI  ZONTAL  LEAD  SHELVI  NG  RACK 

(2'  X  12'i  X  8'  ) 
J.   HORIZONTAL  CONDUIT  RACK  (  2'  X  1  0'  X  SO 
K.    FLAT  STOCK  RACK  (2'  X  1  2'  X  8'  ) 


OPERATIONAL  AREA 


COMMUNICATION        UNIT 


14)  Cable   Storage   Room 

15)  Garage,    including: 

a.  loadi  ng  platform 

b.  overhead  crane 

c.  13  vehicle  stalls 


2,  000    SQ.    FT. 
4,800    SQ.    FT. 


Total  Space  Required  -  (Signal  Service) 


19,280   SQ.    FT. 


OPERATIONAL  AREA 


COMMUNICATION       UNIT 


DT 

Personnel:   (Signal  Service) 

PRESENT 
0 

D 

CONSTRUCTI ON  FOREMAN 

PROJ  ECTED 
1 

2) 

Electricians 

DAYS 
1ST  HALF 
LAST  HALF 
RELIEF 

6 
1 
1 

1 

6 
1 
1 
1 

3) 

L.I  NEMEN 

10 

12 

4) 

MACHI  NI  ST 

1 

2 

5) 

PA I NTERS 

1 

2 

6) 

MOTOR  EQU1  PMENT  OPERATORS 

2 

2 

f) 

Traffsg  Mstsr  Equipment 

Operators 


8) 


Stock  Keeper 


Total  Personnel 

Ej_.  Vehicles:   (Signal  Service) 

1)  Official  cars 

2)  constructi  on  truck 

3)  Traffic  truck 

4)  Splicing  truck 

5)  Trouble  truck 

6)  inspecti on  truck 

7)  pa i  nt  truck 

8)  Rack  truck 


24 


30 


PROJ  ECTED 
2 


Total  Vehicles  -  (Signal  Service)         8 


13 


B_.         Flow   Diagram:        (Radio  Repair) 


(     NOT  TO  SCALE    ) 


OPERATIONAL  AREA 


COMMUNICATION        UNIT 


Space  Requirements:        (Radio  Repair) 


«o- 


VEHICLE 
ENTRANCE 


16)  Vehicle  Area,    including: 

a.  storage  of  mobile  repair  unit  (truck) 

b.  2  vehicles   under  repair 

(must  have  vehicular  access  from  garage) 


600    SQ.    FT. 


17)  Repair  Shop,   including: 

A,  2   §IN§HI§    £§'    X  8' )  WITH   T©§L   RA§K 
ABOVE 

B.  40    FT.     OF     1     FT.    SHELVING 

110  V.  POWER  SUPPLY  IS  ADEQUATE 


160  SQ.  FT. 


18)      LABORATORY,  INCLUDING: 

A.  BENCH  (3'  X  16')  WITH  SHELVES  AND 
I NSTRUMENTS  ABOVE 

B.  2  BENCHES  (3'  X  6'  )  Wl  TH  SHELVES  ABOVE 


200  SQ.  FT. 


19) 


Stock  Room,    including: 

a.      500   ft.  of  adjustable   1  2  inch  shelving 


800    SQ.    FT. 


Total  Space  Requi  red  -  (Radi  o  Repai  r) 


1 ,760    SQ.    FT. 


D_.         Personnel:       (Radio  Repair) 


Radio  Repairmen 
days 

1  ST  HALF 

LAST  half 

RELIEF 


PRESENT 

PROJ  ECTED 

4 
1 

1 

6 
1 
1 

Total  Personnel  -  Operati onal 

Area  10 


12 


OPERATIONAL  AREA 


COMMUNICATION         UNIT 


E2.         Vehicles:         (Radio   Reapi  r) 

present  projected 

1)  supervi  sor'  s  car  0  1 

2)  Service  wagon  1  i 


Total  Vehicles  -  (Radi  o    Repai  r)  1 


OPERATIONAL  AREA 


PROPERTY  CLERK 


General: 


The  basi c  functi ons  of  the  Property  Clerk  are  descri bed  under  the 
Administrative  facilities.      The  Operational  Area  of  this  unit  is 
essentially  a  warehouse-type  area  with  a  few  exceptions,     the  first 
being  the  uniform  supply  area  which   is  to  accommodate  up  to  30 
police  officers  applying  each  day  for  the  reissue  of  items  of  clothing 
and  equipment,    and  the  second  be1  ng  the  public  auction  room  where 
unclaimed   "lost,    found  and  recovered"    property   is   dl  sposed  of 
annually.      the  auction   room    is   used  for  emergency  storage  with  the 
exception  of  auction  day  when   it  should  accommodate  50  people. 


THE    "LOST,   FOUND  AND    RECOVERED"    property   storage    room    should   have 

SPECIAL  SECURITY  PROVISION  AS  CRIMINAL  EVIDENCE  IS  STORED  HERE  PRIOR 
TO  ITS  DELI  VERY  TO  COURT.   A  GARAGE  SHOULD  BE  PROVIDED  FOR  THE 
DELIVERY  TRUCK  AND  PROPERTY  CLERK'  SCAR. 


gLe.W.  DlAgRAM.: 


(  NOT  TO  SCALE  ) 


V^**. 


OPERATIONAL.  AREA 


PROPERTY  CLERK 


C  . Space   Requirements: 

22)  Storage  Room  for  discarded  uniforms,    including:  240  sq.  ft. 

a.      1  0  bi  ns  (  3'   x  3'   x  8'  )    di  vi  ded  i  nto  4 
secti ons 

23)  Uniform  Storage  and  Distribution  Room,    including:  5,500  sq.  ft. 

a.  office  of  approximately   150  sq .    ft. 

b.  5  changing  compartments  (5'   x  5'  ) 

c.  30   ft.    reception  counter  with  files 
below  for  5,000   record  cards 

(5"   X  8"  ) 

D.  RECEPTION  AREA  (30'  X  8'  )  WITH  BENCHES 

E.  300  LINEAR  FEET  COAT  RACKS  WI TH  4 
COATS  PER  FOOT  (OVERCOATS) 

F.  25  LINEAR  FEET  COAT  RACKS  WITH  4 
COATS  PER  FOOT  (RUBBER  COATS) 

G.  125  LINEAR  FEET  COAT  RACKS  Wl  TH  8 
COATS  PER  FOOT  (DRESSCOATS) 

H.    25  STORAGE  BINS  (3'  X  3'  X  8*  ) 

DIVIDED  INTO  4  SECTIONS  (SUMMER 

TROUSERS) 
I  .    25  STORAGE  BI  NS  (  3'  X  3'  X  8'  ) 

DIVIDED  INTO  4  SECTIONS  (WINTER 

TROUSERS) 
J.   3  STORAGE  BINS  (3'  X  3'  X  8'  ) 

DIVIDED  INTO  4  SECTIONS  (RIDING 

BREECHES) 
K.    6  STORAGE  BINS  (4'  X  2'  X  8'  ) 

DIVIDED  INTO  4  SECTIONS  (SUMMER 

SHIRTS) 
L.    4  STORAGE  BINS  (4'  X  2'  X  8'  ) 

DIVIDED  INTO  4  SECTIONS 

(MI  SCELLANEOUS) 
M  .    1  25  LI  NEAR  FEET  COAT  RACK  WI  TH  8 

COATS  PER  FOOT  (BLOUSES) 

24)  Auction  Space  and  A dd i  Ti  onal  Storage  750  sq.  ft. 

25)  Lost,    Found  and  Recovered  Property 

Storage,    including:  3,600  sq.   ft. 

a.  24  storage  bins  (3*   x  4'  x  8')    divided 
i nto  2  secti ons 

b.  racks  for  storage  of  100  bicycles 


OPERATIONAL  AREA 


PROPERTY  CUERK 


C.  16  FT.  RECEPTION  COUNTER  WITH  FILE 
DRAWERS  BELOW 

D.  RECEPTION  AREA  (8'  X  1  6'  ) 

E.  REMAINING  AREA  USED  FOR  BULK  STORAGE 


26)         Supply  Storage  Room,    including! 

a.      20  ft.   counter  with  file  drawers 

BELOW 

B.  RECEPTION    SPACE   (20'      X    8') 

C.  100    STORAGE    BINS    (2'     X    2'  6"     X    7'  6"  ) 
DI  VI  DED   I  NTO    3    SECTI ONS 

D.  (REMAINING    FLOOR    AREA    FOR    BULK 
STORAGE) 


2,800    SQ.    FT. 


27)  Garage,  including: 
a.  uni  t  truck 
§,      UNIT  VgHI@l=i 


600  SQ.  FT. 


28)    Lunchroom,  including: 

a.  table  seating  four 

b .  lounge  area  seati ng  four  and 
maga2i ne  table 


200    SQ.    FT. 


29)         Washroom,    including: 

a.  i    uri  nal 

b.  1   water  closet 

c.  2  lavatori es 

D.        1     SHOWER 


180    SQ.    FT. 


30) 


Locker  Room,    including: 

a.      8  lockers  (2'    x  2'  x  7'  6"  ) 


80    SQ.    FT. 


Total  Space  Requi  red  -  Property  Clerk 


13,950  SQ.  FT. 


D. 
1) 
2) 

3) 


PERSONNEL; 


Uni  form  Supply  Clerks 

Supply  Clerks 

Stock  Clerk  -  Lost,    Found 
and  Recovered  Property 


PRESENT 
2 


PROJECTED 
2 


4)  Delivery  Truck  Driver 


OPERATIONAL  AREA 


property  clerk 


present 
i 


PROJECTED 
1 


Total  Personnel  -  Ope rati onal 
Area 


Vehi  cles: 


1)  Property  Clerk1  s  car 

2)  Deli  very  Truck 


Total  Vehicles  -   Property  Clerk 


OPERATIONAL    AREA 


VEHICULAR     MAI  NTENANCE 


A. 


General; 


The  basic  functions  of  the  police  garage  are  described  under  the 
Administrative  facilities.  With  the  exception  of  more  detailed 
vehicular  records  and  more  preventive  service,  the  police  garage 
functions  similar  to  a  commercial  service  and  repai  r  shop. 


Flow  Diagram; 


(  not  to  scale) 


TO  ADMl NI STRATI  VE  AREA 


43 

GARAGE 


YARD 
A. 


YARD 
B. 


JL 


VEHI CLE   ENTRANCE 


OPERATIONAL      AREA 


VEHI CULAR    MAI NTENANCE 


C. Space  Requirements: 

43)  Garage,    including:  "      12,600  sq.  ft. 

A.        9    STALLS 

B  .        4    STALLS    Wl  TH    LI  FTS 

C.  1     WASH I NG    STALL 

D.  1     STALL  WI  TH    FRONT-END    ALIGNMENT 
EQUI  PMENT 

E.  ENTRANCE    AREA    (2    CAR    WIDTHS)    WITH 
GAS    PUMPS 

F.  STOCK    ROOM     (1,000    SQ.     FT.) 

G.  EMERGENCY    PARTS    ROOM     (100  SQ.     FT.) 
H.        FOREMAN'S    OFFICE     (80  SQ.     FT.) 

I .         IGNITION    AND    CARBORATOR  SHOP 

9220    SQ.     FT.) 
J.       TIRE    STORAGE    ROOM    (420    SQ.     FT.) 

Kt      SHAIN  §TORA6g   m&U   (148  §@,    FTs) 

L.   BATTERY  STORAGE  ROOM  (280  SQ .  FT.) 
M.   ANTIFREEZE  AND  OIL  STORAGE  ROOM 
(360  SQ.  FT.) 

n.      waiting  room   (160  sq.   ft.) 
43a)       Body  Shop,    including:  3,200  sq.  ft. 

A.        3    STALLS 

b.  paint  shop  (  1  8'   x  30') 

c.  steam  room   (18'    x30') 

d.  vehicular  circulation  space 

43b)       Motorcycle  Shop,    including:  2,200  sq.   ft. 

a.  part  storage  room  (300  sq .   ft.) 

b.  (should  be  adjacent  to  steam  room 
of  Body  Shop) 

44)  Lunchroom,    including:  320  sq.  ft. 

a.  table  seating  6 

b .  6  lounge  chai rs 

c.  magazine  table 

45)  Washroom,    including:  300  sq.  ft. 

a.  2  water  closets 

b.  2  urinals 

c .  4  lavatori  es 

d.  2  showers 


OPERATIONAL      AREA 


VEHICULAR    MAI  NTENANCE 


46)        Locker  Room,    including: 

a.  6  ft.   coat  bar 

b.  24  lockers   (2'    x  2'  ) 


280    SQ.    FT. 


Total  Space  Required  -Vehicular 

mai  ntenance 


18,900    SQ.    FT. 


Exteri  or  Vehicular  Storage  Yards 


8,000   SQ.   FT. 


1)  Police  Vehicles,    including: 

a.  storage  for   10  spare  vehicles 

b .  storage  for  2   spare  wagons 

c.  parki ng  spaces  for  8  vehicles 
either  wai  ti  ng.  repai  r  or  delivery 

AFTER    RIPA! Ri 

2)  Stolen  Car  Storage 

(Desi rable  but  not  required) 


D. 

Personnel: 

D 

Garage  Foreman 

i 

2) 

Motor  Equi  pment 

Repai  rmen 

days 

10 

1ST  HALF 

2 

LAST    HALF 

2 

RELIEF 

2 

3) 

Stock  Clerks 

1 

4) 

Motor  Equi  pment 

Repai  rmen 

PROJECTED 


10 

2 
2 

2 


(motorcycles) 


5) 


Body  Repai  rmen 


Total  Personnel  -Operational 
Area 


20 


22 


OPERATIONAL       AREA 


VEHICULAR    MAINTENANCE 


Vehicles: 


1)  SUPERVI  SOR'  s  car 

2)  Service  Truck 


present 

i 


PROJECTED 


Total  Vehicles  -  Vehi  cular 

Mai  ntenance 


PROPOSAL-'    ALCOHOLIC   PROCESSING    CENTER 


0 


ALCOHOLIC  PROCESSING  CENTER 


PROPOSAL 


Alcoholi  sm  forms  the  basi  s  for  one  of  the  primary  social  problems  facing 
Boston,  today.   Arrests  for  drunkenness  comprise  over  fifty  percent  of 
the  yearly  arrests  by  the  police  department. ^  this  results  in  exceedingly 
high  demands  on  both  the  courts  and  correcti  onal  institutions.  these 

ACCOUNT    FOR  ONLY   A    PART    OF    THE  TOTAL    GOVERNMENT    EXPENDITURE    USED    TO    SI  MPLY 
CONTROL    THE   PROBLEM.        ANOTHER    AREA    IN    WHICH    THE    PROBLEM    MANIFESTS    ITSELF 
IS     IN    THE    DETERIORATION    OF    NEIGHBORHOODS    WHERE    PEOPLE    AFFLICTED    WITH 
ALCOHOLISM    CONGREGATE.        THE    REDEVELOPMENT    OF    THESE  NEIGHBORHOODS  WI THOUT 
CORRECTI  ON    OF    THE    FACTORS    CAUSI  NG    DETERI  ORATI  ON    WI  LL    SI  MPLY    RESULT    I  N  THE 
DETERIORATION    OF    PRESENTLY    SOUND    ADJACENT    NEIGHBORHOODS.        OF    MOST    IMPOR- 
TANCE,    HOWEVER,     ARE    A    GREAT    MANY    INCAPACITATED    CITIZENS    WHO,     WITH    MEDICAL 

and  educational  assistance,  could  regain  a  grasp  on  a  decent  and  productive 
life,  and  thereby  become  an  asset  to  both  themselves  and  the  community. 

There  are  many  governmental  and  private  agencies  independently  working  on 
the  problem  of  alcoholi  sm  .  the  proposal  for  a  comprehensive,  coordinated 
medical-social  approach  to  the  problem  has  been  set  forth  by  several  of 
these  agencies.  the  proposal  for  an  alcoholic  processing  center  is  in- 
tended as  a  vehicle  by  whi  ch  a  comprehens1  ve  approach  ml  ght  be  reali  zed . 
it  has  been  included  in  this  report  because  the  realization  of  such  a  cen- 
ter would  considerably  affect  the  functioning  of  the  pol1 ce  and  their  re- 
quirements for  new  facilities. 

The  outline  for  an  Alcoholic  Processing  Center  proposes  the  combination 
in  one  general  area  of  all  agencies  involved  with  persons  arrested  for 
drunkenness.  these  include  the  police,  emergency  medical  facilities,  pro- 
bation offi cers,  the  courts,  a  correctional  institution  and  social  welfare 
AGENCIES.  This  combination  would  encourage  cooperation  betwien  agenci es 
and  permit  a  comprehensive  medical-social  program  reach  i  ng  all  persons 
arrested  for  drunkenness. 

With  the  realization  of  an  Alcoholic  Processing  Center,  all  persons 
arrested  for  drunkenness  i  n  the  boston  muni  ci  ple  court  district,  or  per- 
haps the  entire  city,  would  be  taken  directly  to  the  center  for  identifi- 
cation, booking  and  detention.  detention,  in  contrast  to  the  present 
criminal  type  detention,  would  be  a  medi cally  supervi  sed  dryi ng  out  pro- 
CESS.  This  would  require  a  series  of  wards  differentiated  by  varying 

SECURITY    REQUIREMENTS    AND    BY    THE  CONDI  Tl  ON    OF    THE    PRI  SONERS  RELATI  VE    TO    THE 
TIME    REQUIRED    TO  REGAI  N    COMPLETE  SOBRI  ETY.       UPON    REGAINING    SOBRIETY,     THE 
PRISONERS    WOULD    BE    TAKEN  TO  OTHER    AREAS    OF    THE  CENTER    FUNCTI ONI  NG  UNDER    THE 
RESPONSI  BI  LITY  OF  THE    COURTS. 


ALCOHOLIC  PROCESSING  CENTER 


PROPOSAL 


An  Alcoholic   Processing  Center  holds   many  advantages  for  the  police 
department.      first,    the  most  disturbing  and  disrupting   element  of  police 
work  would  be  removed  from  the   divisional  stations.      secondly,    the  re- 
habilitation  of  persons  afflicted  with  alcoholi  sm   would  greatly   reduce   one 
of  the  major  police  problems.      of  immediate  significance  would  be  a  fifty 
percent  reduction  of  the  number  of  cells  requi red  in  the  proposed  consoli- 
dated division,    with  no  increase  required  at  clty  prison.      further,    cl  ty 
Prison  could  become  a  solely  criminal  detention  center  with  some  of  the 
cell  area  converted  to  maxi  mum  securi ty  faci  li tl es. 

The  outline  for  an  Alcoholic   Processing  Center  and  the  related  statistics 
on  arrests  for  drunkeness  have  been  provided  to  the  following  people  and 
agencies  to  faci li  tate  the  i  r  active  efforts  to  obtain  a  comprehensive 
approach  to  the  problems  of  alcoholi  sm  . 

i)         Dr.    David  J.  Myerson,    Consulting   Psychiatrist 
Long  Island  City  Hospital 

2)  Dr.    Edward  Blacker  and  Mr.   Harold  Demone 
Division  on  Alcoholism 
Massachusetts  Department  of  Public  Health 

3)  Mr.   Charles  Liddelland  Mr.   Vincent  Champa 
Action  for  Boston  Community  Development 

Thi  s   i  nterest  and  support  of  the  Poli  ce   Department  has  provi  ded  an  en- 
couragement   TO    THE    EFFORTS    FOR    A  COMPREHENS1  VE ,     MEDICAL-SOCIAL    APPROACH    TO 
THE  PROBLEMS    OF    ALCOHOLISM.        FURTHER    SUPPORT    AND    COOPERATION    WILL    BE    RE- 
QUIRED   FOR    THE    REALIZATION    OF    SUCH    AN    APPROACH. 


(1)  ARRESTS  FOR    DRUNKENNESS    COMPRISE    OVER    FIFTY    PERCENT    OF    ARRESTS 

BY    THE    POLICE    DEPARTMENT,     EXCLUDING    TRAFFIC    ARRESTS.       THE 
YEARLY    TOTALS    ARE    APPROXI  MATELY    AS    FOLLOWS': 

ARRESTS  FOR    DRUNKENESS  -  24,000 

Traffic  arrests  -  38,ooo 

OTHER    ARRESTS  -  18,000 
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ADMINISTRATION  CENTER  .-  THE  COMBINATION  OF  THE  ADMINISTRATIVE  FACILITIES  OF  ALL  AGENCIES  INVOLVED  WITH  THE  PROBLEM  OF  DRUNKENNESS. 
THESE  INCLUDE.  POLICE;  MEDICAL  AND  WARD  STAFF,  COURT  JUSTICES  AND  PROBATION  OFFICERS,  SOCIAL  AGENCIES,  STAFF  FOR 
PREVENTATIVE     ACTION;  AND   CORRECTI  ONAL    STAFF. 

I.POLICE    BOOKING: 

lo.BOSTON  CITY  HOSPITAL  :— 
2.  TEMPORARY  DETENTION:- 


3.  PREPARATION 


■AN    AREA    IN  WHICH    THE    PRISONER    IS    CLEANED.  HIS    CLOTHES    ARE      LAUNDERED    PRIOR    TO    RELEASE     FROM    THE    WARDS. 

OF      PRISONER.  HERE     THE     PRISONER 


5.INTERVIEW  a  CONSULTATION- 0 


7.  COURT    CLINIC    : 

7o. OUT-PATIENT  SERVICE: 


■AN    INSTITUTION     THAT    COULD    P  ROV  I  DE     THE   BASIS     FOR    ME  Dl  CAL  -  E  DUC  ATION  AL    CORRECTIVE     SENTENCES. 

-A    SERVICE    OF  THE  COURT    CLINIC     THAT     PERMITS    VOLUNTARY      PARTICIPATION     IN    MEDIC  A  L-  E  DUCAT  I  ON  AL    CORRECTIVE 
PROGRAMS. 


TO    ABOVE     LETTERS 


R,  =    RELEASE    BY    PROBATION  OFFICER  R2=  COURT  RELEASE  S,  =  SENTENCE    TO   CORRECTIONAL     INSTITUTION  S2  =  SENTENCE    TO   COURT     CLINIC 


Arrests   for  Drunkenness 
May  to  September      1960 


—     peak   days  (10) 


=      PEAK    THREE   DAY    PERIODS     ( 1 0) 


Average  day 


B.M.C, 
City 


-  42 

-  70 


10  PEAK  DAYS 


B.M.C.  -  84,   80,   78 
City    -  144.  130,  130, 


78,   78,   78,   77,   75,   75,  73 
128,  125,  124,  123,  121,  120,  119 


Average 

1 0  Peak  Days 


B.M.C.  -  78 
City    -  126 


10  peak  3-day   B.M.C.  -  214,  204,  194,  191,  132,  171,  171,  170,  165,  163 
periods  City     -  342,  333,  328,  301,  299,  294,  290,  283,  276,  275 


Average 


B.M.C, 
City 


183 

302 


Note  -  The  months  from  May  to  September  are  the  highest  arrest  months 
for  the  year  1960.  it  is  unlikely  that  there  are  higher  peak  days 
during  the  other  months. 


YEAR:    ISSO 


ARRhSTS: DRUNKENNESS 


AVERAGE    10    PEAK  DAYS 
AVERAGE    10   PEAK  DAYS 
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POLICE    BUILDING    BROCHURES 
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POLICE  BUILDING  BROCHURES 


oUBMITTED  AS  A  PART  OF  THE  PLANNING  SURVEY  ARE  INDIVIDUAL  BROCHURES 
CONTAINING  PHOTOGRAPHS,  EXISTING  FLOOR  PLANS  AND  GROSS  FLOOR  AREAS  OF 
THE  FOLLOW!  NG  POLICE  DEPARTMENT  BUILDINGS: 

i)   Headquarters 

,  154  Berkeley  Street 

2)  Division  Number  One 
152   North  Street 

3)  Division   Number   Two 
229  Mi  lk  Street 

4)  Division   Number   Four 
7  Warren  Avenue 

These  have  been  provi  ded  to  faci  li  tate  future  planning  within  police 
buildings  and  to  assist  in  the  possible  sale  of  police  structures 
following  the  completion  of  new  facilities   in  the  government  center. 

All    REMOVABLE  PARTITIONS  I  n  the    BUILDINGS    are    SHOWN  1  n  double    LINES, 
AS    CONTRASTED    TO    LOADBEARI NG    PARTITIONS    SHOWN     IN    SOLID    BLACK. 

THE  BROCHURES  ARE  A  BY-PRODUCT  OF  THE  EXCEPTI ONAL  COOPERATI ON  AND 
ASSISTANCE  GIVEN  THE  ENTIRE  SURVEY  BY  DETECTIVE  THOMAS  A.  DAVIS. 
THE    PHOTOGRAPHS    AND    PHOTOSTATI C    COPI ES    OF    THE    FLOOR    PLANS    WERE 

prepared  by  Detective  Francis  P.   Carpenitoand  the  Department's 
Photography  Unit. 


